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ACCORDING  TO  OUR 

N AES  PRESIDENT 

Edith  E.  Hammond 
Hampton,  New  Hampshire 


The  New  Year  is  upon  us!  What  will  it  bring  to  each  of  us?  Happiness? 
Travel?  Adventure?  Yes!  Even  more  important,  however,  is  the  question,  "What 
are  we  going  to  do  with  the  New  Year?" 

In  this  age  of  atoms,  of  "Sputniks"  and  "Echoes",  of  machine  accounting 
for  the  making  out  of  checks  to  the  making  out  of  report  cards,  it  behooves 
us  to  keep  apace  with  educational  progress.  No  longer  can  the  educational 
secretary  sit  back  in  her  office  and  contentedly  answer  the  phone,  type  the 
letter  for  her  "Boss",  or  make  marks  in  the  register  indicating  a  pupil  is  absent 
or  tardy  on  a  certain  day.  She  must  be  aware  of  the  changing  practices  in 
education — the  use  of  television  in  the  classroom,  the  programs  for  the  aca¬ 
demically  talented  and  the  slow  learner,  and  many  others. 

"I  am  a  bookkeeper,"  she  says,  "and  these  things  don't  affect  me."  Oh, 
yes,  they  do!  Questions  are  being  constdered  on  the  local,  state,  and  national 
fronts  NOW  concerning  the  gathering  and  disseminating  of  information,  both 
statistical  and  financial.  Why  is  this  information  necessary?  How  can  it  be 
obtained?  How  can  it  be  used  to  best  advantage?  The  answere  to  these  ques¬ 
tions  are  going  to  affect  every  educational  secretary,  for  how  is  this  informa¬ 
tion  to  be  obtained  except  through  your  office?  You  are  important,  and  your 
importance  is  increasing  every  day. 

It  is  a  comfortable  feeling  to  snuggle  down  in  the  old  "rut"  and  continue 
in  the  same  way  you  have  always  done  things,  but  the  world  does  not  progress 
that  way.  And  believe  me,  the  world  IS  progressing!  Where  are  you  going  to 
be  in  a  few  years  unless  you  learn  what  is  going  on,  improve  your  methods, 
or  even  change  them  entirely?  I  have  had  the  feeling  many  times,  "Oh,  if  I 
could  only  master  THIS  situation  before  the  next  change  occurs!"  But  time 
does  not  wait  for  us.  We  must  be  constantly  on  the  alert  and  always  pro¬ 
gressing,  always  looking  for  the  better  way  to  do  things. 

Teachers  must  keep  pace  with  modern  teaching  methcxJs — a  secretary 
must  also  be  aware  of  these  changes  in  order  to  understand  her  part  in  the 
educational  picture.  Do  you  know  what  "team  learning"  is?  What  are  "teaching 
machines"  and  how  soon  will  they  be  used  in  your  sch<x)l?  What  is  a  modern 
"self-contained"  classrcxjm?  Do  you  know  there  is  an  experiment  going  on 
in  the  Midwest  whereby  educational  television  programs  are  being  re-broad- 
( Continued  on  Page  48) 
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A  report  on  current  happenings  .  .  .  . 


A  New  Trend  in  Womanpower  .... 
What  Does  This  Mean  in  Your  Office? 


(A  StafF  Articia) 


These  quotations  are  typical  of  the 
e'nployment  of  women  today: 

"Of  the  five  clerks  in  our  office, 
hree  have  children  under  ten  years 
of  age,"  the  head  of  the  testing  de- 
oarfment  in  a  high  school  told  me 
'ecently. 

Nowadays,  the  young  girls  barely 
*1ni$h  school;  they  get  married,  have 
'wo  or  three  children;  then  they  de¬ 
cide  to  go  to  work,"  wrote  the  high 
scfiool  counsellor. 

"Education  for  women  must  follow 
a  new  pattern:  for  homemaking,  for 
oringing  up  children,  for  holding 
down  a  full-time  paying  job  in  addi¬ 
tion  to  a  full-time  home  career,"  was 
the  theme  of  an  article  in  a  recent 
woman's  magazine. 

"Two-thirds  of  the  women  in  our 
stenographic  pool  are  over  40  years 
5ld,"  the  personnel  director  of  a  large 
nanufacturing  plant  stated  at  a  con- 
■erence. 

"We're  delighted  with  the  perform¬ 
ance  of  our  older  women.  They're 
dependable,  rarely  absent,  always  on 
time,  and  they  stay  with  us,"  said  the 
oersonnel  officer  of  a  large  bank— her¬ 
self  an  attractive  woman  of  over  45. 

"Ability  knows  no  age  limit,"  re¬ 
lated  the  speaker  on  the  television 
stogram. 

"We're  gradually  replacing  our  cler- 
cal  staff  with  older  women  rather 
'lian  with  the  young  girls  just  out  of 
ic^l,"  was  the  statement  of  a  school 
otincipal. 

began  as  a  summary  of  current 
^^tmure  on  the  working  woman,  but  conver- 
with  personnel  directors  and  office 
brought  forth  many  of  the  ideas  in~ 


Look  around  your  own  school  office 
or  other  offices  in  your  own  system. 
Have  you  noticed  these  two  trends 
in  the  employment  of  office  person¬ 
nel?  How  many  of  your  colleagues 
are  married?  How  many  have  small 
children,  or  children  in  school?  On 
the  other  hand,  how  many  are  40, 
45,  or  older? 

A  National  Trend 

That  these  two  points  are  part  of  a 
national  trend  is  explained  in  a  1960 
publication  of  the  Women's  Bureau  of 
the  U.S.  Department  of  Labor,  WHAT'S 
NEW  ABOUT  WOMEN  WORKERS?* 
These  questions  and  answers,  from 
the  pamphlet,  will  interest  you: 

"Q.:  How  many  women  workers  are 
there  in  the  United  States? 

A.:  There  are  more  than  23  million 
women  in  the  Nation's  labor  force. 

Q.:  Of  all  women,  what  per  cent 
work? 

A.:  More  than  one-third  (36%)  of  all 
women  of  working  age  are  in  the 
labor  force. 

Q.:  Of  all  workers,  what  per  cent  are 
women? 

A.:  Women  are  one-third  (33%)  of  the 
labor  force. 

Q.:  What  is  the  average  age  of  wo¬ 
men  workers? 

A.:  The  average  (median)  age  of  wo 
men  workers  is  just  over  40  years; 
almost  two-fifths  are  45  or  older. 

I.  Women’s  Bureau,  Department  of  Labor, 
WHAT’S  NEW  ABOUT  WOMEN  WORKERS?, 
Leaflet  18,  Revised  1960,  Washington,  D.  C. 
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Q.:  Are  many  women  workers  mar¬ 
ried? 

A.:  Over  half  of  all  women  workers 
are  married  women  who  are  living 
with  their  husbands. 

Q.:  Are  there  many  working  mothers? 
A.:  Five  million  women  workers  have 
children  between  the  ages  of  6  and  17 
years  only.  Almost  3  million  women 
workers  have  young  children  under  6 
years  of  age;  many  of  these  women 
also  have  children  6  to  17  years  of 
age." 


To  Work  or  Not  to  Work 

Current  periodicals  are  printing 
many  words  about  the  working  mo¬ 
ther— or  any  woman,  for  that  matter— 
who  works  outside  the  home  for  pay. 

Some  writers  deplore  the  trend; 
some  offer  helpful  hints  to  the  job- 
and-home  careerist;  but  nearly  all 
(some  reluctantly)  agree  that  the  work¬ 
ing  woman  is  here  to  stay. 

Women  work  for  a  variety  of  rea¬ 
sons:  to  pay  off  debts,  to  buy  that 
car,  to  bolster  the  family  income,  to 
take  over  the  head-of-household  spot 
when  husband  is  ill  or  dead,  to  keep 
the  mind  alert  after  the  children  are 
grown. 

Publications  of  the  National  Man¬ 
power  Council  stress  the  fact  if  the 
United  States  is  to  keep  up  its  high 
level  of  productivity,  women  will  have 
to  be  employed  to  an  even  greater 
degree  in  the  work  force— young  wo¬ 
men,  middle-aged  women,  and  yes, 
grandmothers. - 

Two  articles  in  this  issue  of  this 
magazine  give  their  authors'  views  on 
the  working  woman:  Dr.  Charlyce  King 
writes  on  "TGIM"  and  Mary  Zimmer¬ 
man  asks  "What  Price?" 


2.  National  Manpower  Council,  WORK  IN 
THE  LIVES  OF  MARRIED  WOMEN,  1957,  and 
WOMANPOWER,  1957,  Columbia  University 
Press,  New  York. 


Viewpoint  of  Office  Manager 

There  is  yet  another  viewpoint  thj' 
ought  to  be  discussed:  that  of  the 
office  manager,  the  office  supervisw, 
the  principal  or  the  administrator  whc 
must  see  that  the  office  is  efficient  and 
smooth  running  at  all  times. 

Few  writers  in  current  literature 
have  stated  the  actual  reality  or  are 
suggesting  concrete  solutions  to  these 
two  questions: 

(1)  What  special  problems  arise 
when  the  younger  woman  with  small 
children  works  in  your  office? 

(2)  Can  the  older  worker  produce 
as  much  work  as  the  younger?  Is  it 
true  that  her  mind  is  inflexible? 

Working  Women  with  Small  Childrtn 

If  there  are  young  married  women 
with  young  children  in  the  office,  the 
office  manager  or  the  senior  girl  car 
expect  to  receive  that  telephone  call 
right  at  eight  o'clock,  "I'm  sorry  I  can't 
come  to  work  today.  Susan  has  been 
sick  all  night,  and  I  can't  send  her  to 
schcxsl  today.  I  have  no  one  to  leave 
her  with  at  home." 

The  problem  of  the  absent  worker 
happens  enough  so  that  she-who- 
plans-the-work-of-the-office  must  have 
some  solution. 

If  there  are  several  girls  in  the 
office,  one  answer  is  to  "train  each 
desk  two  deep,"  that  is,  to  make  sure 
that  each  member  can  do  not  only  her 
own  duties  but  also  the  duties  of  the 
desk  next  to  hers.  With  only  two  girls 
in  an  office,  the  absence  of  one  makes 
the  other's  burden  pretty  heavy;  she 
has  to  decide  between  what-has-to-be- 
done-today  and  what-can-wait. 

Another  solution,  although  not  al¬ 
ways  feasible,  is  to  have  a  supply  o* 
part-time,  on-call  help  available  for 
those  times  when  a  real  emergency 
exists.  The  office  practice  class  of  the 
secretarial  studies  department  can  be 
a  life-saver.  Teachers  can  help  too! 
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Other  adjustments  may  be  neces¬ 
sary.  Sometimes  the  young  working 
mother  just  can't  make  the  eight 
o'clock  beginning  hour.  Thus,  some 
schools  are  adjusting  working  mothers' 
hours  to  coincide  with  the  schcxal  hours 
of  the  youngsters,  sometimes  with  a 
shorten^  day.  Or,  in  place  of  one 
full-time  office  person,  the  adminis¬ 
trator  will  secure  two  working  mo¬ 
thers,  each  working  a  half  day. 

Then,  some  personal  adjustment 
inside  the  office  often  seems  neces¬ 
sary.  If  there  seems  to  be  too  much 
gossip  and  chatter  about  home  things 
or  the  children  during  working  hours 
by  your  younger  working  force,  may¬ 
be  by  letting  the  group  go  to  coffee 
break  at  the  same  time  will  give  an 
outlet  for  this  normal  impulse.  You 
do  have  a  coffee  break? 

Or  probably  the  boss  will  need  to 
restate  the  policy  on  personal  tele¬ 
phone  calls  at  the  office  because  there 
is  sure  to  be  a  request,  "May  I  just 
call  the  repair  man  about  the  wash¬ 
er?"  "May  I  please  call  the  doctor 
for  an  appointment  for  Billy?" 

You  have  heard  these  criticisms  of 
the  young  working  mother,  or  the 
younger  office  worker: 

"She  is  interested  only  in  her  pay 
check." 

"She  can't  spell." 

"She  can't  take  shorthand." 

"She  isn't  accurate." 

"She  isn't  interested  in  bettering  her¬ 
self  or  her  skills;  she  won't  come  to 
in-service  training  classes. 

There  are  solutions  to  these  criti¬ 
cisms — but  it  takes  patience,  tact,  ima¬ 
gination,  and  a  desire  to  solve  the 
problem  (instead  of  grumbling  about 
it)  on  the  part  of  the  head  of  the 
office! 

Care  to  try  any  of  these  solutions? 
They  were  suggested  by  office  heads 
who  had  found  them  successful. 

“•  .  .  interested  only  in  her  pay 
check."  If  the  office  manager  has  de¬ 
fined,  in  writing,  what  is  expected  as 


a  "full  day's  work"  and  insists  upon 
the  office  employee  giving  a  "full 
day's  work,"  then  what's  wrong  with 
the  employee  being  interested  in  her 
pay  check?  She  has  earned  it.  The  key 
words  here  are  "defined  in  writing," 
and  "insists  upon  a  full  day's  work." 
Too  many  administrators  have  no 
idea  what  they  mean  by  a  "full  day's 
work". 

".  .  .  can't  spell."  Have  spelling  les¬ 
sons  in  the  office,  with  everyone  learn¬ 
ing  the  word.  Make  it  a  joint  affair; 
write  it  down,  spell  out  loud.  Use  the 
dictionary.  Praise  out  loud  for  the 
dictionary  habit.  Praise  for  perfect 
spelling.  Practice  for  perfect  spelling! 

".  .  .  can't  take  shorthand."  Take 
dictation  then,  directly  onto  the  type¬ 
writer.  Use  a  dictating  and  transcrib¬ 
ing  machine. 

".  .  .  isn't  accurate."  Again,  this 
can  be  an  office  project,  with  careful 
study  of  the  kind  of  errors,  suggest¬ 
ions  and  practice  on  proofreading, 
praise  for  pride  in  perfect  work. 

And  if  office  employees  won't  come 
to  in-service  training  classes  formally 
held,  spend  10  minutes  a  day,  either 
just  after  opening  time  at  noon  or 
just  before  the  end  of  the  day  on 
definite,  concrete  problems  or  lessons 
needed  to  better  the  office  routine. 
Short,  office  staff  meetings,  on  one 
definite  task  or  problem,  each  day, 
gets  results. 

Yes,  there  are  many  problems  that 
come  when  you  have  the  much-ma¬ 
ligned  (unfairly  so)  young  office  work¬ 
er,  but  an  imaginative  boss  can  help. 


The  Office  Worker  Over  45 

As  it  becomes  harder  and  harder  to 
find  well-trained  secretaries  and  steno¬ 
graphers  in  the  younger  group,  em¬ 
ployers  all  over  the  country  are  turn¬ 
ing  to  the  older  worker,  the  woman 
over  40  or  45  or  older.  Because  there 
is  a  shortage  of  trained  secretarial 
help,  the  barriers  against  the  older 
woman  are  slowly  dissolving. 

Administrators  are  saying. 


7 


"They  have  less  absenteeism  than 
the  younger  \Arorker." 

"Our  older  stenographers  can  spell." 

"They  stay  with  us;  if  a  woman 
goes  to  work  at  45  she  is  apt  to  be 
a  career  woman,  not  just  working 
until  the  car  is  paid  for." 

"The  older  women  give  us  a  full 
day's  work.  They're  not  so  interested 
in  the  coffee  break." 

The  consensus  seems  to  be  that 
when  their  skills  are  at  top  level,  the 
older  women  are  dependable  work¬ 
ers  and  can  produce  as  much  or  more 
work  than  the  younger  women. 

The  key  words  here  are  "at  top 
level."  And  the  other  serious  criticism 
of  the  older  woman  is  that  oftentimes 
she  does  resist  change,  does  show  an 
inflexible  mind. 

For,  it  too  often  is  true,  that  the 
woman  over  40  or  45  now  in  the 
work  force  does  hate  to  change  the 
old  way  of  doing  things  and  the 
woman  of  40  or  45  who  seeks  to 


enter  the  work  force  often  does  not 
have  her  skills  at  top  level  and  is  re¬ 
luctant  to  spend  the  time  and  money 
to  that  peak. 

Need  for  Further  Training 

Again,  tact,  patience,  imagination 
and  the  sincere  desire  to  help  on  the 
part  of  the  office  "boss"  is  paramount 
And  how  often  the  solution  is: 
get  further  education;  Take  brush-up 
courses!  Take  courses  in  new  fields! 

Business  firms  often  pay  the  fees 
for  classes  for  their  employees:  such 
as  the  courses  given  to  bank  person 
nel  or  insurance  personnel.  Colleges 
often  give  reduced  rates  to  their  facul¬ 
ty  and  staff  who  take  college  classes 
But  what  about  high  schools  or 
elementary  schools:  how  many  give 
time  off  or  pay  the  fees  of  their  cleri¬ 
cal  helpers  to  adult  education  classes 
or  evening  schcxsl  courses  or  to  take 
correspondence  work? 

( Continued  on  Page  16) 
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CHARLYCE  KING,  Ed.D. 

Aiiistanl  Profatter  of  Horn#  Economics 
Univartily  of  Oklahoma 
Norman,  Oklahoma 

What  does  it  really  mean  to  be  a 
working  wife  and  mother  today? 

We  read  and  we  hear  a  great  deal 
about  this  subject,  but  all  too  often 
our  problems  are  considered  to  be 
merely  economic  or  management  ones. 
The  real  issue  of  how  we  feel  about 
the  role  we  are  expected  to  play  is 
usually  ignored.  Suppose  we  explore 
this  real  issue  and  see  if  there  are 
some  reasons  why  we  find  ourselves 
caught  up  playing  a  part  that  expects 
us  "to  be  all  things  to  all  people." 

Let  me  begin  by  giving  you  a  few 
words  of  reassurance.  The  marriage 
and  family-living  literature  states  that 
working  wives  and  mothers  have  "ad¬ 
justment  scores"  on  the  marriage- 
adjustment  tests  that  are  just  as  good 
as  the  scores  of  the  stay-at-home  wives 
and  mothers.  The  literature  also  shows 
that  there  is  no  correlation  between 
child  delinquency  and  working  moth¬ 
ers.  With  these  two  comforting 
thoughts  in  mind  let  us  consider  what 
it  means  to  be  a  woman  today. 

Traditional  Role  of  the  Female 

Throughout  much  of  history,  female 
infants  have  been  unwanted;  this  is 
still  true  in  many  parts  of  the  world. 
The  male  child,  it  has  been  traditional¬ 
ly  assumed,  brings  advantages  to  his 
family;  the  female,  disadvantages. 
Having  daughters  only,  in  some  socie¬ 
ties,  is  sufficient  grounds  for  the  man 
to  divorce  his  wife. 

culture  is  not  yet 
traditional  prefer- 
hild.  A  recent  study 
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strong  preference  for  the  male  child, 
among  both  the  male  and  female  stu¬ 
dents.  This  preference  for  male  chil¬ 
dren  seems  to  be  reflected  in  the  lesser 
status  position  that  the  female  occupies 
in  our  society  today. 

Role  of  the  American  Woman 

The  American  woman  has  become 
throughout  the  world  the  symbol  of 
the  new  woman  of  freedom.  This  is 
perhaps  due  to  the  wide  advertising 
of  her  freedom,  her  attractiveness, 
and  her  daring  as  displayed  by  Holly¬ 
wood.  The  sweeping  changes  in  sex 
roles  and  the  consequent  changes  in 
the  relationdships  of  men  and  women 
around  the  world  constitute  one  of  the 
great  revolutions  of  our  day.  American 
women,  being  directly  and  indirectly 
responsible  for  this  in  considerable 
part,  have  achieved  a  level  of  equality 
which  seems  liberal  indeed  compared 
to  that  found  in  much  of  the  world. 
What  has  been  the  price?  What  has 
she  yet  to  realize?  How  has  this 
changed  her  own  conception  of  her¬ 
self? 
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We  are  truly  pioneer  women  in  this 
effort  cf  combining  homemaking  and 
work  outside  the  home.  For  this,  we 
are  often  criticized  and  blamed  by 
the  ignorant  and  uninformed.  Many 
people  say  that  something  is  wrong 
with  today's  woman  that  she  even 
wants  to  go  outside  her  home  to  work. 
Or,  the  comment  that  "It's  just  not 
natural  for  a  woman  to  work  outside 
her  home,"  seems  to  indicate  that 
there  is  something  inherently  wrong 
with  those  of  us  who  do,  that  some 
magic  ingredient  that  should  have 
kjeen  present  in  our  make-up  at  birth 
is  somehow  missing  and  that  we  have 
been  born  without  a  necessary  factor. 

There  is  much  ignorance  in  these 
kinds  of  statements.  What  we  do  as 
women,  how  we  feel,  what  we  think, 
and  how  we  behave  is  largely  cul¬ 
turally  defined  in  the  same  way  as  it 
is  for  the  male.  The  customary  be¬ 
havior  of  men  and  women  of  one  cul¬ 
ture  may  be  contradicted  by  their 
customary  behavior  in  another.  Man¬ 
ners  and  morals  are  relative  to  the 
cultural  history  of  the  group,  and  the 
culture  serves  as  the  final  umpire  of 
appropriate  behavior. 

Modern-Day  Role  is  Changing 

Our  role  as  women  is  learned 
largely  from  our  families.  It  is  through 
the  attitudes,  expectations,  and  habits 
formed  in  the  family  that  a  young 
person  gets  his  basic  training  in  role 
attitudes  and  role  expectations,  both 
from  his  own  sex  and  for  the  opposite 
sex.  In  this  day  and  age  of  increased 
female  freedom,  these  customary  roles 
are  often  in  direct  contradiction  to  the 
newly-defined  and  widely-accepted 
roles  of  the  modern  young  person's 
own  age  group. 

It  is  at  this  point  that  much  of  the 
conflict  between  the  generations  has 
come.  Parents  often  register  shock  as 
the  girl  marries  young,  takes  a  job, 
and  begins  her  family.  To  many  par¬ 
ents  her  informality  of  dress,  her  com¬ 
panionship  with  the  male,  her  ignor¬ 


ing  of  the  impediments  of  female  bio¬ 
logy  have  been  symbols  of  behavior 
that  can  lead  to  nothing  but  harm. 

So,  if  you  find  yourself  from  time 
to  time  feeling  quite  guilty  aboo* 
working  and  trying  to  be  a  wife  and 
mother,  you  may  comfort  yourself 
with  the  thought  that  this  is  a  very 
normal  feeling.  You  are  not  alone  in 
this  feeling.  For,  in  the  life  of  each 
sensitive  woman  today  there  is  likely 
to  be  a  great  deal  of  confusion  about 
the  various  conceptions  of  roles  for 
woman  which  have  been  embodied  in 
her  personality.  Scxriety's  idea  of  what 
the  woman's  role  should  be  is  often 
so  contradictory  to  her  inner  feeling 
of  her  own  role,  she  often  feels  guilt 
in  responding  to  the  many  pressures 
of  modern  living. 

Many  husbands  cannot  reconcile  the 
traditional  roles  of  women,  those  of 
mother  and  housekeeper,  with  the 
very  diversified  roles  which  wives 
claim  for  themselves  today.  Some  men 
take  a  patronizing  view  of  the  wives 
working.  "Let  the  little  woman  amuse 
herself,"  is  their  attitude.  A  common 
difficulty  created  by  women's  entrance 
into  the  work  world  is  the  psychologi¬ 
cal  effect  it  has  upon  some  husbands. 

Is  the  Housewife  Happy? 

As  working  wives  and  mothers,  we 
have  many  feelings  or  attitudes  that 
we  are  forced  to  resolve.  But,  before 
we  begin  to  feel  too  sorry  for  our¬ 
selves,  let's  take  a  look  at  our  stay- 
at-home  sister.  What  does  she  do? 
What  kinds  of  problems  does  she  face? 
Is  she  really  more  fortunate  than  we? 

Let's  drop  in  on  Mrs.  Sylvester  Stay- 
at-Home  and  see  what  she  is  doing 
out  on  Walnut  Drive,  out  in  suburbia 
What  is  suburbia  like?  Well,  to  ex¬ 
plain  it  briefly:  it  is  servantless;  it  is 
very  groupy,  and  it  is  child-dominated 

The  father,  Sylvester,  gets  up  in  the 
morning,  fixes  his  own  coffee,  gulps 
it  down,  dresses,  and  gets  Susie  Stay- 
at-Home  out  of  bed  to  drive  him  to 

(Continued  on  Page  15) 
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Secretary  to  the  Dean  of  Students 
South  Dakota  School  of  Mines  and  Technology 
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Education  and  women.  Business  and 
women.  Responsibility  and  women. 
Today's  world  and  women. 

A  new  and  different  emphasis  is  de¬ 
veloping  which  will  influence  both  em¬ 
ployer  and  employee,  male  and  fe¬ 
male,  of  the  American  work  force. 

Not  only  is  this  shift  in  emphasis 
and  interest  timely,  but  it  is  also  of 
far-reaching  importance  when  you 
consider  that  two  out  of  every  five 
women  will  be  in  the  labor  force  by 
1970;  the  number  of  women  workers 
is  expected  to  increase  from  about  24 
million  to  30  million  between  1960 
and  1970 — a  25  percent  increase  in 
women  workers  but  only  a  15  percent 
increase  in  men  in  the  labor  force.  One 
out  of  every  three  workers  in  the  na¬ 
tion  will  be  a  woman  I 

Since  the  trend  these  days  is  to  com¬ 
pare  our  situation  with  that  in  Russia, 
here  are  some  statistics  that  might  shed 
light  on  the  new  interest  and  emphasis 
on  women  in  the  American  labor  force: 
In  Russia,  women  make  up  54  percent 
of  that  nation's  total  labor  force;  the/ 
represent  85  percent  of  the  forces  in 
the  health  field,  66  percent  in  trade, 
57  percent  in  agriculture,  and  30  per¬ 
cent  in  contsruction.  And  three-fourths 
of  the  doctors  are  women! 

In  contrast — only  one-third  of  our 
labor  force  is  women  with  the  heaviest 
concentration  in  the  clerical,  teaching, 
and  service  fields. 

Why?  Aren't  American  women  cap¬ 
able  of  pursuing  some  of  the  more 
professional  careers?  Aren't  they  able 
to  withstand  the  rigors  of  upper-eche¬ 
lon  responsibility? 

Probably  the  biggest  factor  is  that 
American  women  tend  to  work  "until" 
niarriage,  "until"  the  car  is  paid  for, 
until"  the  baby  comes,  the  home  is 


clear  of  debt,  or  Johnny  is  out  of  col¬ 
lege. 

Many  American  women  don't  even 
become  "until"  workers,  not  because 
they  aren't  capable,  but  more  than 
likely  because  they  won't  pay  the 
price. 

The  trend  in  these  times  is  toward 
early  marriage;  many  girls  marry  fol¬ 
lowing  high  school  graduation.  They 
are  unwilling  to  equip  themselves 
with  an  adequate  formal  training  that 
would  assist  them  into  an  adequately 
paid  job,  or  a  lifetime  career,  or  that 
career  "to  fall  back  on"  in  emergency. 
Yet,  National  Manpower  Studies  show 
that  "The  average  young  woman  now 
concludes  the  first  stage  of  her  life 
at  20,  when  she  marries,  and  has  her 
last  child  by  the  time  she  is  26.  There¬ 
fore,  her  youngest  child  enters  first 
grade  when  she  is  32.  Having  lived 
less  than  two  decades  of  adult  life  by 
this  time,  and  having  completed  the 
important  biological  purposes  to  which 
she  had  looked  forward  from  girl¬ 
hood,  she  then  begins  to  look  toward 
another  four  decades  of  adult  living 
without  clear  understanding  of  its  pat¬ 
terns  and  possibilities."' 

Even  those  women  who  do  acquire 
a  formal  training,  through  college  or 
professional  school,  are  often  unwill¬ 
ing  to  pay  the  price  of  diligence  at  a 
lower  level,  and  then  spend  time  at 
that  lower  level  building  the  founda¬ 
tion  on  which  they  can  support  the 


'  National  Manpower  Council.  WORK  IN  THE 
LIVES  OF  MARRIED  WOMEN,  New  York, 
Columbia  Press,  1959,  p.  29. 

Other  sources  for  this  article; 

(a)  Women’s  Bureau,  U.S.  Department  of 
Labor,  TODAY’S  WOMAN  IN  TOMOR¬ 
ROW’S  WORLD,  Washington  D.  C..  I960. 

(b)  TODAY’S  SECRETARY.  60th  Anniver¬ 
sary  Issue. 
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superstructure  of  a  junior  executive- 
type  position.  Hardly  any  secretarial 
major  wants  to  start  in  the  stenograph¬ 
ic  pool;  the  marketing  major  always 
wants  to  be  "the  buyer"  within  six 
months,  without  the  long  hours  of 
selling  experience. 

American  women  are  inclined  to 
wait  for  doors  to  open  instead  of  bat¬ 
tering  down  those  doors  with  their 
superior  skills,  diligence,  persistence. 
All  too  often,  women  are  unwilling  to 
assume  the  aggressiveness  for  forging 
ahead  in  the  business  world.  They 
seem  to  seek  a  formula  or  established 
pattern  and  tend  to  shy  away  from 
going  into  the  "cold  cruel  world"  of 
the  unknown. 

The  modern  would-be  business  wo¬ 
man  fails  to  recall  that  the  first  female 
office  workers  who  were  "accepted" 
at  the  turn  of  the  century  in  the  bus¬ 
iness  world  were  not  invited  with  en¬ 
graved  invitations.  It  was  through  a 
gradual  process  of  educating  men  that 
it  was  possible  for  women  to  achieve 
the  place  they  hold  today  in  the  work¬ 
ing  world.  A  few  national  and  inter¬ 
national  catastrophies  along  the  way 
helped  the  cause.  So,  the  doors  were 
opened.  We  are  in.  Now,  do  we  stop 
just  inside  the  threshold?  No!  How  far 
we  go  and  how  high  we  go  in  busi¬ 
ness  or  in  any  of  the  professions  is 
entirely  up  to  us,  collectively  and  in¬ 
dividually — provided  we  are  willing 
to  pay  the  price. 

What  is  the  price? 

With  each  individual  and  each  set 
of  circumstances  the  price  will  be  dif¬ 
ferent,  but  there  are  some  basic  ele¬ 
ments. 

1.  Education.  Ideally,  college  edu¬ 
cation  for  all  who  are  capable  of  ad¬ 
vanced  training.  Mere  attendance  at  a 
college  or  university  or  business  col¬ 
lege  is  not  sufficient. 

A  woman  wno  wants  to  move  ahead 
will  augment  formal  training  by  self- 
study,  evening  courses,  correspond¬ 
ence  schools  courses,  by  keeping  up 
with  .the  literature  in  her  particular 


field.  Some  of  the  latest  and  some¬ 
times  best  information  has  not  yet 
found  its  way  into  textbooks,  but  must 
be  gained  through  reading  of  profes¬ 
sional  journals  and  periodicals.  Edu¬ 
cation  can  make  a  better  housewife, 
mother,  community  worker,  or  em¬ 
ployee — at  any  level. 


2.  Education  for  employers  on  wo¬ 
men's  skills  and  abilities.  In  many 
areas  of  business,  the  professions,  ed¬ 
ucation,  a  woman  is  just  considered  an 
extra  overhead  cost  because  the  mas¬ 
culine  administration  believes  that  she 
means  only  increased  absenteeism  due 
to  illness,  added  safety  features,  im¬ 
proved  or  additional  work  facilities. 
Employers  must  be  educated  to  the 
fact  that  often  women  can  fill  an  as¬ 
signment  of  a  junior  executive  now 
occupied  by  a  man,  thus  freeing  him 
for  activity  at  a  still  higher  level.  Em¬ 
ployers  must  be  taught  to  think  in 
terms  of  adequate  use  of  manpower 


3.  A  definite  goal.  Each  woman, 
finally,  must  define  her  goal  and  at¬ 
tempt  to  outline  the  means  to  that  goal 


Is  the  goal  higher-level  employment 
with  corresponding  responsibility  and 
opportunity  for  creativity?  Is  the  at¬ 
traction  to  a  higher  semi-executive  po¬ 
sition  the  added  prestige  and  duty  or 
simply  the  added  income? 

Is  today's  woman  willing  to  spend 
50  or  60  hours  or  more  per  week  on 
the  job  as  administrators  and  execu¬ 
tives  often  do?  Is  today's  female 
would-be  executive  willing  to  pay  the 
price  of  preparation,  working,  and 
waiting  out  promotions?  Or  is  she 
willing  to  settle  back  just  outside  the 
threshold  of  the  junior  executive  post 
either  unwilling  or  unable  to  move 
ahead?  Or,  now  that  the  door  has 
opened  slightly  will  she  move  forward 
with  head-high  confidence  into  admin¬ 
istrative  work? 


She  will  ONLY  if  she  will  prepare 
herself,  then  work  diligently  and  long 
(not  just  "until")  realizing  that  a 
worthwhile  goal  is  achieved  only  after 
the  price  is  paid. 
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Attitudes 


Dr.  Alberta  Baines 

Assistant  Supnrintandant  in  charg*  of 
Spatial  Sarvicos,  Houston  Public  Schools, 
Houston,  Taxas 


An  attitude  may  be  defined  as  "an 
inner  tendency  to  act  toward  an  object 
in  an  emotional  way."  When  an  in¬ 
dividual  displays  an  attitude  toward 
another  person  or  toward  an  object,  a 
previous  emotional  contact  may  cause 
the  individual  to  react  almost  subcon¬ 
sciously  in  a  given  situation.  This  re¬ 
action  is  often  quite  different  from  the 
way  she  woulcf  behave  if  she  were 
able  to  reason  out  her  behavior.  Thus 
attitudes  are  often  manifested  when 
the  person  is  totally  unaware  of  what 
she  is  revealing. 

One's  gestures,  tone  of  voice,  and 
facial  expression  are  often  more 
powerful  manifestations  of  attitudes 
than  are  the  actual  spoken  words  of 
the  individual. 

Attitudes  are  directed  toward  every 
aspect  of  life.  This  discussion,  how¬ 
ever,  will  consider  only  those  attitudes 
directed  toward  self,  toward  others, 
and  toward  work. 


This  discussion  will  deal  first  with 
attitudes  toward  self,  because  how 
one  feels  toward  one's  self  influences 
how  one  feels  toward  his  work  and 
toward  others. 

Attitude  Toward  Self 

How  can  a  secretary  assess  herself 
as  a  person?  Often  an  individual  feels 
inadequate  for  the  job  she  is  asked 
to  do,  or  develops  such  a  feeling  of 
self  distrust  that  she  becomes  afraid  to 
attempt  a  new  or  more  challenging 
task.  When  such  a  negative  attitude 
toward  self  takes  root  in  an  individual, 
it  affects  her  reactions  to  other  persons 
and  to  the  work  she  is  asked  to  per¬ 
form.  If  a  person  distrusts  herself,  she 
becomes  distrustful  of  others,  and,  in 
order  to  cover  up  for  her  supposed 
inadequacies,  may  become  quite  de¬ 
fensive  about  her  actions.  As  she  be¬ 
comes  defensive,  she  resents  any  real 
or  imagined  criticism  and  tension 
builds  up  in  the  office.  Usually  as 
tension  mounts,  sparks  begin  to  fly 
from  lost  tempers  and  ruffled  dispo¬ 
sitions. 

In  assessing  herself,  the  individual 
must  become  aware  of  an  important 
fact  of  life:  No  one  person  can  do  all 
things  equally  well,  nor  can  she  work 
at  top  efficiency  day  by  day  without 
making  some  mistakes.  A  secretary 
must  have  a  realistic  attitude  and  be 
able  to  say,  "I  cannot  do  every  job 
equally  well,  but,  my  good  points  I 
will  strive  to  emphasize  and  my  weak 
ooints  I  will  try  to  improve." 

Each  secretary  must  accept  the  fact 
that  she  is  human  and  perhaps,  more 
important,  accept  the  fact  that  her  boss 
is  human,  too.  Mistakes  will  be  made, 
but  the  same  mistakes  need  not  be 
made  over  and  over  again. 

It  is  important  for  each  individual 
to  keep  in  mind  that  she  is  a  person 
of  worth,  that  she  has  human  dignity, 
that  she  has  certain  skills,  and  serv- 


ices  to  cfFer;  then  she  will  not  mini¬ 
mize  her  assets  nor  magnify  her  short¬ 
comings. 

Some  wise  person  has  said,  "With¬ 
in  yourself  lies  the  cause  of  whatever 
enters  into  your  life.  To  come  into  full 
realization  of  your  own  awakened 
powers  is  to  be  able  to  condition 
your  life  in  exact  accord  with  what 
you  would  have  it."  Many  persons 
never  reach  the  perfection  they  de¬ 
mand  of  themselves,  but  a  growing 
individual  becomes  more  like  her 
ideal.  Each  year  as  she  grows  toward 
this  ideal,  the  ideal  changes,  there¬ 
fore  she  must  grow  continually  in 
both  personal  and  private  life. 

A  good  secretary  has  to  be  many 
things  to  many  people.  She  must  be 
able  to  change  and  not  to  be  dis¬ 
turbed  and  confused  by  change;  she 
must  realize  that  she  has  to  be  under¬ 
standing  at  times  and  perhaps  cruel  at 
times;  all  this  is  just  part  of  her  job. 

Each  person  must  check  herself  oc¬ 
casionally— have  a  kind  of  self-evalu¬ 
ation.  This  is  especially  true  at  the 
end  of  a  day  when  everything  has 
gone  wrong.  If  the  boss  was  cross, 
if  the  other  employees  went  out  of 
their  way  to  be  annoying,  if  the  cus¬ 
todian  was  rude,  or  the  students  im¬ 
pudent,  the  secretary  needs  to  take  a 
good  look  at  herself.  If  one  or  two 
other  persons  cause  difficulty,  they 
may  be  at  fault;  but  if  everyone  seems 
to  be  causing  difficulty,  the  secretary 
had  better  take  a  look  at  herself. 

Attitude  Towards  Others 

What  about  the  secretary's  attitude 
toward  others?  Many  individuals  have 
a  permanent  attitude  of  hostility  and 
antagonism  toward  fellow  employees, 
professional  personnel,  parents,  and 
students.  Sometimes  a  visitor  in  the 
office  provokes  a  feeling  of  hostility. 
This  hostility  may,  of  course,  arise  out 
of  the  actions  of  the  visitor.  On  the 
other  hand,  hostility  may  be  directed 
toward  this  visitor  when  he  has  done 
nothing  to  provoke  such  an  attitude. 
Individuals  often  transfer  hostility  and 


antagonism  from  one  situation  to  an¬ 
other.  A  secretary  may  become  an¬ 
noyed  or  irritated  with  her  employer 
It  is  impossible  for  her  to  work  out 
her  hostility  on  the  boss;  therefore, 
the  first  male  that  walks  into  the  office 
may  very  well  have  this  pent-up  hos¬ 
tility  transferred  to  him. 

Often  the  patron  may  transfer  some 
of  his  hostilities  to  the  secretary.  If 
the  secretary  can  remember  that  this 
person  is  not  really  angry  with  her 
as  an  individual,  but  is  angry  and  up¬ 
set  over  a  situation  or  circumstance, 
she  can  react  not  with  hostility,  but 
with  understanding  and  sympathy.  The 
secretary  is  in  a  unique  position  to 
display  a  sympathetic  attitude  since 
she  is  the  heart  of  an  office  and  creates 
the  atmosphere  for  the  office. 

Part  of  an  educational  secretary's 
job  is  public  relations.  In  this  part  of 
her  job  she  must  avoid  situations  that 
provoke  anger.  She  should  learn  as 
quickly  as  possible  the  little  irritations 
which  upset  her  employer  and  her 
fellow  workers  and  then  try  to  avoid 
those  situations  as  often  as  possible 

One  way  to  avoid  irritating  situa¬ 
tions  is  to  organize  the  office  in  such 
a  way  that  everything  has  a  place 
and  is  kept  in  that  place  so  it  is  read¬ 
ily  at  hand.  When  a  parent  calls  the 
school  to  ask  about  her  child,  the  sec¬ 
retary  should  know  how  to  locate  the 
pupil  immediately.  When  the  school 
cannot  locate  her  child  quickly,  a  mo¬ 
ther  feels  that  the  school  is  uncon¬ 
cerned  with  her  problem  and  develops 
a  hostile  attitude  toward  the  school 

When  a  secretary  has  a  warm  ac¬ 
cepting  attitude  toward  people,  they 
have  a  warm  regard  for  her. 

A  secretary  may  need  to  develop 
a  short  memory.  Services  rendered  Of 
favors  granted  should  be  remembered 
but  when  an  unpleasantness  occurs 
forget  it. 

Attitude  Toward  Work 

Attitudes  toward  work  are  of  gre«' 
importance.  If  a  secretary  derives 
satisfaction  and  feels  that  she  is  im 


P 

re 

io 

a 

at 

w 

al 

tr 

w 

III 

ar 

ti\ 

fa 

io 

ca 

(X 

pf 

in 


hii 

dc 

a 

scl 

pc 

be 


T 

(C 

fh( 

Su 

ch 

tai 

tui 

nit 

Su 

ine 

see 

rar 

pie 

ule 

set 

the 

Re: 


14 


portant  to  her  employer,  this  attitude 
reflects  in  the  way  she  handles  her 
job.  If,  to  her,  the  job  means  only 
a  paycheck  every  other  Friday,  this 
attitude,  too,  will  be  reflected  in  her 
work. 

Everyone  should  be  enthusiastic 
about  the  job  he  is  trying  to  do,  and 
try  to  enjoy  it.  Of  course  there  is  al¬ 
ways  the  individual  who  will  say:  "I 
like  work — it  fascinates  me.  I  can  sit 
and  look  at  it  for  hours." 

A  secretary  should  try  to  be  crea¬ 
tive  in  her  work.  Every  job  has  many 
facets  which  can  not  be  stated  on  a 
job  analysis  sheet.  A  creative  person 
can  bring  to  even  a  routine  job  a  fresh 
point  of  view  and  an  imaginative  ap¬ 
proach  that  will  make  the  job  more 
interesting  and  meaningful. 

Above  all,  each  person  should  think 
his  job  is  important.  If  the  individual 
does  not  value  his  job  and  see  it  as 
a  vital  part  of  the  total  setting  of  the 
Kh<x)l,  no  one  else  will  think  it  im¬ 
portant,  either.  The  secretary  should 
be  able  to  say: 

"This  is  my  work;  my  bless¬ 
ing,  not  my  doom; 

Of  all  who  live,  I  am  the 
one  by  whom 
This  work  can  best  be  done 
in  the  right  way." 


T  G  I  M 

(Continued  from  Page  10) 
the  station  to  catch  his  train.  Now, 
Susie  dashes  back  home  to  get  the 
children  up,  get  them  fed,  dressed, 
taxied  to  school,  so  that  she  may  re¬ 
turn  home  to  a  day  of  doing,  plan¬ 
ning,  and  organizing  for  the  children. 

After  the  children  are  off  to  school, 
Susie  Stay-at-Home  spends  her  morn¬ 
ing  on  the  telephone  calling  about  the 
scout  meeting  for  that  afternoon,  ar¬ 
ranging  the  car  pool  for  next  week, 
planning  the  "troop"  meeting  sched¬ 
uled  for  her  house  that  afterncxsn,  and 
setting  up  the  committee  meeting  of 
the  Children's  Library  Improvement 
Reading  Program  for  next  summer. 


After  a  hurried  lunch  at  the  kitchen 
sink,  her  afternoon  is  spent  attending 
the  various  committee  meetings  which 
she  has  spent  her  morning  calling  and 
arranging.  After  the  last  committee 
meeting  she  must  pick  up  the  children, 
swing  by  the  super-market  to  pick  up 
TV  dinners,  rush  home  to  the  "troop," 
plop  the  kids  down  for  the  afternoon 
slaughter  on  TV,  do  a  little  straighten¬ 
ing  up  and  dusting,  warm  the  TV  din¬ 
ners,  and  then  wait  for  Sylvester  to 
come  home  and  "help  her  out  a  little" 
with  the  kids. 

As  one  authority  put  it — only  the 
kids  in  suburbia  are  organized!  Every¬ 
body  else  is  running  around  in  circles 
and  like  crazy.  The  kids  are  so  organ¬ 
ized  that  they  could  take  the  place 
over  completely  and  are  likely  to  do 
so  if  they  ever  get  the  idea. 

Well,  Sylvester  arrives  home  about 
7  p.m.  after  a  hard  day  at  the  office. 
Susie  calls  to  him,  "Hurry  and  eat,  dar¬ 
ling,  then  dress.  We  gotta  go  to  PTA 
tonight." 

Now  that  you  have  seen  Mrs.  Susie 
Stay-at-Home's  day,  do  you  still  feel 
so  terrible  about  working  outside  your 
home? 

Really,  aren't  you  glad  you  do 
work?  For  money — I  mean. 

Tips  on  Running  a  Home 
And  a  Career  Together 

Let  us  then  consider  some  "tips" 
that  might  make  our  lives  a  bit  easier 
as  we  try  to  combine  homemaking  and 
career.  I  have  spent  some  time  inter¬ 
viewing  working  wives  and  mothers 
to  discover  how  they  manage  to  run 
a  home  and  a  career  successfully  at 
the  same  time. 

Some  of  their  answers  to  this  prob¬ 
lem  are  summarized  as  follows: 

1.  Learn  to  do  at  least  three  things 
at  once.  When  I  asked  for  an  example 
of  this,  one  woman  said,  "Well,  learn 
how  to  talk  on  the  phone,  put  on  your 
shoes  and  stockings,  and  at  the  same 
time  write  notes  to  your  family."  I 
asked  her  how  she  managed  this  and 
discovered  that  she  had  built  a  hook 
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for  the  telephone  out  of  an  old  coat 
hanger.  This  telephone  hook  fits  over 
her  head  much  like  the  telephone  op¬ 
erator's  device,  and  in  this  way  she 
has  both  hands  free  for  use. 

2.  Learn  to  rise  above  housework. 
This  principle  interpreted  seems  to 
mean  that  "If  you  really  put  your  mind 
to  it,  bear  down  and  concentrate,  you 
can  get  to  the  point  where  you  just 
don't  see  the  dust,  the  clutter,  and  all 
that  needs  to  be  done."  (Editor's  note: 
Do  only  the  important  housework;  le» 
the  other  go.  You  can  get  along  v.ilh- 
out  ironed  pillow  cases.) 

3.  Pamper  yourself  a  little.  When 
you  cash  your  paycheck,  buy  some¬ 
thing  personal  for  yourself.  This  may 
be  no  more  than  a  box  of  bath  pow¬ 
der,  but  the  important  thing  is  to  get 
something  This  way  you  avoid  feel¬ 
ing  like  a  martyr,  and  you  get  to  see 
where  a  little  of  your  money  goes 
anyway. 

4.  Set  aside  some  part  of  the  day 
to  be  alone.  Since  the  working  wo¬ 
man's  day  is  usually  filled  with  many 
people,  this  seems  to  be  very  import¬ 
ant.  This  is  the  time  to  "serenade  your 
soul." 

5.  Learn  how  to  take  the  dirty  dig. 

Sharpen  up  your  wits  and  provide 
yourself  with  some  cutting  remarks  to 
hand  back  to  your  stay-at-home  sisters. 
If  you  get  a  dirty  dig  that  you  feel 
you  can't  handle  in  a  good  sharp  re¬ 
ply,  then  the  rule  is:  Look  vague,  pay 
no  attention  to  her,  change  the  sub¬ 
ject,  then  say,  "I'm  so  sorry,  I  didn't 
really  hear  what  you  said."  Then, 
LEAVE,  immediately! 

To  sum  it  up,  let  me  suggest  that 
when  you  feel  tired,  overworked, 
tense,  rushed,  underpaid,  and  a  slave 
at  the  end  of  a  long  week-end,  don't 
worry.  Don't  be  upset. 

Just  get  yourself  dressed  up,  put 
on  your  best  perfume,  your  highest 
heels,  priss  out  to  your  car,  wait  until 
your  stay-at-home  sister  appears  on 
her  front  doorstep.  Then,  smile,  wave 
gaily,  and  call  out  to  her  in  your  hap¬ 
piest  voice,  "THANK  GOD  IT'S  MON¬ 
DAVI" 
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•  Floor  Brushes 

•  Fiber  Brooms 

•  Wet  Mops 

•  Launderable 

Sweepins  Mops 

•  Bench  Brushes 

•  Paint  Brushes 

•  Cotton  Dusters 

•  Scrub  Brushes 

•  Toilet  Brushes 

•  Test  Tube  Brushes 


•  Bottle  Brushes 

•  Tumbler  Brushes 

•  Window  Brushes 

•  Venetian  Blind 

Brushes 

•  Radiator  Brushes 

•  Wall  Brushes 

•  Squeefrees 

•  Floor  Waxes 

•  Wax  Applicators 

•  Polishes 

•  All  Purpose  Cleaner 


Write  today  to 

INDUSTRIAL  DIVISION 


The  Fl/tm  BRUSH  c^. 

East  Hartford  40,  Conn. 


WOMANPOWER 

( Continued  from  Page  8 ) 

The  very  fact  of  "expanding  the 
mind"  through  additional  educatior 
often  solves  the  problem  of  the  in¬ 
flexible  mind  as  well  as  raising  the 
skills  to  a  top  level.  The  office  man¬ 
ager  or  principal  or  administrator  has 
to  show  by  positive  actions,  by  care 
fully-timed  suggestions,  or  by  frank 
discussion,  that  this  is  an  age  for  keep¬ 
ing  up,  for  keeping  posted.  But  again, 
it  takes  tact,  patience,  and  imagine 
tion  to  persuade  some  of  the  older 
women  that  "Ability  knows  no  age 
limit,"  and  "You  can  teach  an  old  dog 
plenty  of  new  tricks." 
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"We  Did  It  This  Way" 

VIRGINIA  RILEY 

Ckainnan  PrefcMional  Standards  Program 
Mt.  Varnon,  Illinois 

Juan  R.  Huseby,  State  Professional 
Standards  Program  Chairman,  gave  a 
report  during  the  business  meeting  of 
the  Washington  Association  of  Educa¬ 
tional  Secretaries  held  in  Seattle  on 
October  22,  1960. 

She  was  proud  of  the  eighteen  sec¬ 
retaries  who  had  earned  their  certifi¬ 
cates  in  1960 — this  was  the  greatest 
number  earned  in  any  one  state  during 
1959-60.  Added  to  the  two  previously 
awarded,  Washington  can  boast  of  a 
total  of  twenty  certificates  and  a  tie 
for  the  third  largest  number  held  in 
any  state. 

At  the  close  of  her  report,  she  asked 
that  each  certificate  holder  come  for¬ 
ward  as  her  name  was  called.  When 
all  in  attendance  were  at  the  front,  she 
presented  the  group:  "President  El- 
berta,  it  is  my  pleasure  to  present  to 


you  the  members  of  the  Washington 
Association  of  Educational  Secretaries 
who  have  earned  a  Professional  Stand¬ 
ards  Certificate  as  offered  by  the  Na¬ 
tional  Association  of  Educational  Sec¬ 
retaries." 

President  Elberta  Macgregor  then 
congratulated  the  girls  and  compli¬ 
mented  them  for  having  qualified.  She 
mentioned  the  professional  growth 
evidenced  by  this  qualification  and  ex¬ 
pressed  her  hope  that  the  number  in 
Washington  would  continue  to  grow 
at  an  even  more  rapid  rate. 

Reading  from  left  to  right  the  sec¬ 
retaries  are:  Juan  Huseby,  Auburn; 
Essa  Smith,  Lake  Washington;  Hazel 
Washburn,  Seattle;  Ruth  Purves,  Seat¬ 
tle;  Hilda  Krahn,  Seattle,  Mary  Don¬ 
nell,  Seattle;  Eileen  Egan,  Seattle;  Ber¬ 
nice  Markey,  Shoreline;  Verna  Rock- 
hold,  Seattle;  Neva  Kidder,  Lake  Wash¬ 
ington;  Wilda  Hamlin,  Auburn;  Lucie 
Horn,  Auburn;  Rua  Lawler,  Auburn; 
Maxine  Rice,  Auburn;  Hazel  O'Grady, 
Auburn. 


SaattU  Mcratariat  ara  awardad  thair  PSP  cartificafat. 


Professional  Standards  Program  Information 

For  Application  forms  for  PSP,  write  to  Mrs.  Lila  Foltz,  Registrar  cf 
Standards  Program,  1711  15th,  Boulder,  Colorado. 

Tests 

Applicants  planning  to  meet  the  educational  requirements  of  a  cer¬ 
tificate  by  taking  tests  will  need  to  remember  that  applications  must  be 
postmarked  no  later  than  MARCH  10,  1961 — to  take  the  tests  scheduled 
for  April  7  and  8,  1961.  Additional  test  centers  could  be  set  up  during 
the  year  upon  petition  of  five  or  more  persons  wishing  to  take  one  or 
more  tests  and  suggesting  a  college  location. 

Location  of  Test  Centers: 

Arizona - Arizona  State  University,  Tempe 

Arkansas - University  of  Arkansas,  Extension  Center,  Little  Rock 

California - University  of  California,  Los  Angeles 

Colorado - University  of  Denver,  Denver 

Western  State  College,  Gunnison 

Florida - University  of  Florida,  Gainsville 

Florida  Agricultural  &  Mechanical  University,  Tallahassee 

Illinois - Northwestern  University,  Chicago 

Kansas - University  of  Wichita,  Wichita 

Massachusetts-Boston  University,  Boston 

Michigan - Ferris  Institute,  Big  Rapids 

Wayne  State  University,  Detroit 

Minnesota - Macalester  College,  St.  Paul 

New  York - New  York  State  College  for  Teachers,  Albany 

Ohio - Kent  State  University,  Kent 

Oregon - University  of  Oregon,  Eugene 

Pennsylvania— University  of  Pennsylvania,  Philadelphia 

Utah - University  of  Utah,  Salt  Lake  City 

Virginia - Longwood  College,  Farmville 

Washington — Seattle  University,  Seattle 

Whitworth  College,  Spokane 

Slides  and  Script 

The  audio  and  visual  aid  materials  available  for  loan  to  help  state 
and  local  associations  present  the  program  to  their  membership  and 
administrators  include:  script  that  can  be  adapted  for  one  person  or  a 
panel,  colored  slides  and  script,  fifteen  minute  tape  recording  narrated 
by  Martha  Luck,  twenty  minute  tape  recording  made  at  the  New  Hamp¬ 
shire  meeting  with  questions  and  answers  about  the  program,  and  bro¬ 
chures.  These  aids  may  be  scheduled  through  Miss  Betty  Schaffer,  North¬ 
western  University,  339  E.  Chicago  Avenue,  Chicago  11,  Illinois. 

PSP  Pin 

Professional  standards  guard  pin  can  be  purchased  from  Eleanor 
Egner,  Treasurer,  131  Summer  Street,  Battle  Creek,  Michigan. 
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Oregon  Is  Fun— Come  In  '61! 

GLORIA  JIREL 

Co-Chairman  Convantion  and  Intliluta 
Corvallis,  Orogon 


It  is  my  pleasure  to  invite  you  to 
Oregon  State  College  at  Corvallis,  Ore¬ 
gon  for  the  National  Convention,  July 
20-23,  1961  and  the  Institute,  July  24- 
28,  1961. 

Plans  for  your  comfort  and  enjoy¬ 
ment  while  visiting  our  beautiful  State 
are  under  way. 

Housing 

You  will  be  housed  in  Snell  Hall,  a 
lovely  new  girls'  dormitory,  with  con¬ 
veniences  of  an  elevator  to  save  you 
steps,  a  lounge,  kitchenette  and  press¬ 
ing  room  on  each  floor  with  hangers 
in  each  room,  recreation  rooms,  com¬ 
plete  laundry  facilities  and  soundproof 
typing  rooms  in  the  basement. 

Families  will  be  housed  in  Waldo 
Hall,  next  door  to  Snell  Hall. 

Food  service  for  all  will  be  in  Snell 
Hall.  This  cafeteria  serves  both  dorms 
during  the  regular  school  session. 

Recreation 

Recreation  facilities  on  campus  in¬ 
clude  a  bowling  alley,  tennis  court  and 
swimming. 

Families  with  children  will  enjoy 
the  Municipal  Pool  at  the  high  school. 
At  Avery  Park,  a  beautiful  park  in  a 
natural  setting  of  large  fir  trees,  there 
are  animals  to  see  and  playground 
facilities  to  enjoy. 

Social  Events 

Sunday,  July  23,  we  will  take  you 
on  "The  Twenty  Miracle  Mile"  trip  on 
the  Oregon  Coast.  We  will  travel  from 
Ocean  Lake  to  Newport.  You  will  see 
some  breath-taking  scenery  along  the 
coastline.  We  have  a  real  exciting 
place.  King's  Surf,  scheduled  for  your 


ncx)n  meal.  You  will  have  time  to  shop 
at  Depoe  Bay  and  spend  time  on  the 
beach  at  "Beverly  Beach."  It  will  lae  a 
full  day  of  fun  and  frolic  on  the  Ore¬ 
gon  Coast.  Be  sure  to  bring  a  warm 
wrap,  head  scarf,  and  flat  heel  shoes 
for  the  beach.  Also,  peddle  pushers  or 
slacks  will  be  more  comfortable.  We 
have  ordered  perfect  weather,  but 
sometimes  there  is  a  northeast  breeze 
in  the  summer. 

On  Monday  evening,  July  24,  a  con¬ 
cert  is  planned.  On  Tuesday,  July  25, 
in  the  evening,  we  have  planned  a 
"coke  date,"  with  a  variety  of  enter¬ 
tainment.  Wednesday,  July  26,  a  pic¬ 
nic  at  Avery  Park  and  Thursday,  July 
27,  a  play  will  be  given  by  the  college 
students.  Friday,  July  28,  we  will  be 
bidding  some  of  you  good-bye.  For 
those  who  can  stay,  a  trip  to  Crater 
Lake  is  planned  for  all  day  Saturday, 
July  29. 

Auxiliary 

Plans  are  being  made  to  keep  the 
"auxiliary"  (husbands)  busy  and  happy 
while  you  are  in  meetings  and  classes 
and  enjoying  the  fellowship  of  new 
and  re-newed  friendships.  Some  of  the 
activities  for  the  auxiliary  will  include 
a  tour  of  Portland,  The  Bureau  of  Mines 
(a  Metallurgical  Research  Experiment 
Station),  a  plywood  and  saw  mill,  and 
a  trip  to  Central  Oregon  and  scenic 
points. 

Oregon  State  College 

Oregon  State  College  is  anxious 
for  you  to  visit  their  beautiful  campus 
and  we  know  you  will  enjoy  your 
stay. 

Oregon  Is  Fun — 

Come  In  '611 
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REGISTRATION  BLANK 

(Reservations  must  be  received  not  later  than  April  28,  1961) 


REGIONAL  CONFERENCE 

NATIONAL  ASSOCIATION  OF  EDUCATIONAL  SECRETARIES 
INDIANA  ASSOCIATION  OF  EDUCATIONAL  SECRETARIES 

May  5,  6,  7,  1961 

Indianapolis,  Indiana 

MAKE  CHECKS  PAYABLE  TO:  Evelyn  Mattingly,  2820  Robson,  Indianapolis,  Indiana. 
Please  make  the  following  reservations  for  me  for  the  Regional  Conference: 


Conference  Registration  Fee  (to  be  paid  by  all  who  attend)  $  2.00 

_ _ Open  House  (Friday  8:00  p.m.)  Free  _ 

_ Luncheon  and  Fashion  Show  (Saturday  12:00  noon)  $2.00 _ 

_ Banquet  (Saturday  6:30  p.m.)  5.00  _ 

_ Brunch  (Sunday  9:30  a.m.)  2  50  _ 

_ Tour  of  the  Speedway .  1.50 _ 

I  should  like  to  join  the  following  associations: 

_ _ .National  Association  of  Educational  Secretaries  dues  4.00  _ 

_ Indiana  Association  of  Educational  Secretaries  dues  2.25  _ 

_ National  Education  Association  10.00  _ 

Total  Enclosed  $ _ 


PLEASE  PRINT  OR  TYPE: 

_ (Miss)  (Mrs.l 

(Last  name)  (First  name) 

Home  address _ _ 

(Sereet  and  number)  (City)  (State) 

School  Address _ 

Position  in  School  System _ 

Name  the  state  and/or  local  secretaries  association  of  which  you  are  a  member _ _ 

Names  of  guests _ _ _ 

HOTEL  BLANK 

To:  Claypool  Hotel,  Indianapolis,  Indiana. 

Please  reserve  the  following  for  me  at  the  Claypool  Hotel  for  the  NAES  Regional  Conference: 
_ .$7.(X)  single  _ $10.50  double  _ $12.00  twin  bedroom  _ $13.50  suite  for  1  or  1 
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Regional  Conference 

NATIONAL  ASSOCIATION  OF  EDUCATIONAL  SECRETARIES 
INDIANA  ASSOCIATION  OF  EDUCATIONAL  SECRETARIES 
Claypool  Hotel,  Indianapolis,  Indiana,  —  May  5,  6,  7,  1961 

PROGRAM 

May  5,  1961 

REGISTRATION  —  4:00-9:30  p.m . Claypool  Mezzanine 

OPEN  HOUSE  —  8:00-10:00  p.m . Ben  Franklin  Room 

May  6,  1961 

REGISTRATION  —  8:00-9:00  a.m . Claypool  Mezzanine 

OPENING  SESSION  —  9:00  a.m . Riley  Room 

Welcome:  Miss  Helen  K.  Smith,  President 

Indiana  Association  of  Educational  Secretaries 
Response:  Miss  Edith  Hammond,  President, 

National  Association  of  Educational  Secretaries 
Program  “Manner  of  Speaking” 

Indiana  Bell  Telephone  Company  Representative 


Indianapolis,  Indiana 

LUNCHEON  AND  FASHION  SHOW  —  12:00-1:30  p.m . Riley  Room 

AFTERNOON  SESSION  —  2:00-3:00  p.m . Riley  Room 

Program  incomplete  at  this  time 

BANQUET  —  6:30  p.m . Riley  Room 

Speaker:  Joe  C.  Rice,  Superintendent  of  Schools, 

Elkhart,  Indiana 

Entertainment:  Perfect  Circle  Men’s  Chorus 
May  7,  1961 


BRUNCH  —  9:30-10:30  a.m . Ben  Franklin  Room 

Speaker:  Dr.  Floyd  A.  Hines,  President,  Fayette  Bank  and 
Trust  Company,  Connersville,  Indiana 

TOUR  OF  SPEEDWAY  —  10:30  a.m . Claypool  Lobby 


Is  Your  Efficiency  in  High  Gear 
or  Are  You  Idling  in  Neutral? 


MARY  ELLEN  DETTWEILER 

Nalienal  Ragional  Confaranc*  Chairman 
School  City  of  Elkhart 
Elkhart,  Indiana 

Fasten  your  safety  belts  and  get 
ready  for  a  whiz-bang  weekend  filled 
with  surprises!  The  1961  National  Re¬ 
gional  Conference  of  the  National 
Association  of  Educational  Secretaries 
will  be  held  on  May  5,  6,  7,  1961,  in 
Indianapolis,  Indiana. 

With  racing  in  focus,  we've  built  the 
theme  around  the  Speedway. 

The  checkered  flag  shows  that  we're 
real  anxious  to  have  YOU  experience 
some  of  the  excitement  that  is  in  In¬ 
dianapolis  during  the  month  of  May. 
This  year  the  Speedway  will  observe 
the  50th  anniversary  of  the  first  run¬ 


ning  of  this  internationally  famous 
500-mile  race. 

After  the  opening  of  the  track  on 
May  1,  the  tempo  of  feverish  activity 
picks  up  day  by  day,  until  finally  a 
year's  dream  ends,  either  in  victory  or 
in  disappointment.  At  the  time  of  our 
Regional  Meeting,  many  of  the  cars 
and  drivers  will  have  arrived,  and  the 
track  will  be  open  for  practice  and 
the  rugged  "rookie"  driver  tests. 

Do  take  advantage  of  this  "made- 
to-order"  opportunity  to  combine  a  bit 
of  professional  growth  with  a  week¬ 
end  vacation  and  tour  of  the  Speed¬ 
way. 

^e  you  in  Indianapolis  at  racetime! 
Send  in  your  reservations  now! 

The  registration  form  is  on  page  20. 
Clip  it  out!  Fill  it  in!  Send  in  your 
reservation  now! 
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Membership 

"Membership  in  the  National  As¬ 
sociation  of  Educational  Secretaries 
reached  2,619  on  January  1,  1961," 
said  Isabel  Paddock,  Third  Vice-Presi¬ 
dent  and  National  Membership  Chair¬ 
man.  "We  need  only  578  more  to  go 
this  year  to  equal  last  year's  total." 

In  this  membership  figure  are  in¬ 
cluded  the  193  Life  AAembers,  also  an 
increase  over  last  year. 

Regional  Conference  in  Indiana 

On  May  5,  6,  7,  1961,  NAES  mem¬ 
bers  will  meet  in  Indianapolis,  Indiana, 
for  the  Spring  Regional  Conference. 

The  tentative  program  and  the  regis¬ 
tration  forms  are  included  in  this  mag¬ 
azine,  along  with  your  invitation  writ¬ 
ten  by  Mary  Ellen  Dettweiler,  Regional 
Conference  Chairman. 

NEA-NAES  Departmental 
Meeting  in  June 

"Our  Charge  to  Keep  for  NEA"  will 
be  the  theme  of  the  annual  NEA- 
NAES  Departmental  Meeting,  June  26, 
1961,  in  Atlantic  City,  New  Jersey. 

Betty  Ely,  of  West  Orange,  New  Jer¬ 
sey,  Chairman  of  the  meeting  writes. 
We  need  to  emphasize  the  definite 
benefits  in  the  NEA-NAES  link  such  as 
the  fact  that  the  NEA  launched  our 
first  publication,  FILE  IT  RIGHT,  by 
giving  $2,000  to  NAES." 

"I  also  plan  to  develop  the  idea  of 
the  various  departments  meeting  to¬ 
gether  on  the  one  day  designated  by 


the  'parent'  association.  There  is  a 
wonderful  opportunity  for  member 
ship  recruiters,  both  local,  state.  Na¬ 
tional,  and  for  NEA,  too!"  continues 
her  letter. 

Since,  at  this  writing,  the  prograrr 
and  hotel  in  Atlantic  City  have  not 
yet  been  definitely  chosen,  Betty  urges 
that  all  NAES  members,  particularly 
those  in  traveling  distance  of  Atlantic 
City,  mark  this  date  on  their  calendars 

All  NAES  members  will  receive  in 
the  mail  the  program  and  registration 
forms  for  this  important  meeting. 

Oregon  is  Fun — Come  in  '61 

Do  read  Gloria  Jirel's  invitation  to 
the  Convention  and  Institute  in  Cor¬ 
vallis,  Oregon  this  summer. 

All  NAES  members  will  receive  "The 
Call  to  Convention"  and  the  brochure 
on  the  Institute  as  part  of  their  Na¬ 
tional  privileges. 

Professional  Standards  Program 

Eighteen  educational  secretaries  have 
earned  PSP  certificates  in  1960  in 
Washington! 

This  remarkable  achievement  is  told 
by  Virginia  Riley  in  her  article  "We 
Did  It  This  Way." 

Lila  Foltz,  Registrar  of  the  Standards 
Program  urges  that  all  applicants  for 
their  certificates  this  year  get  their  ap¬ 
plications  in  early.  The  deadline  for 
final  processing  is  May  15,  1961 
Those  taking  tests  must  apply  before 
March  10. 
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Lila  wants  you  to  note  a  correction 
on  the  set  of  application  blanks:  "The 
blanks,  or  I  should  say,  the  first  page 
of  the  set  of  application  blanks  that 
mail  out  says  at  the  very  bottom 
that  the  deadline  for  filing  requests 
for  tests  is  April  10.  That  is  incorrect 
and  should  read  MARCH  10." 

A  list  of  the  test  centers  for  the 
PSP  certificates  is  again  included  in 
this  magazine. 

FILE  IT  RIGHT  Slides 
Are  Being  Revised 

Early  in  December,  the  educational 
secretaries  in  the  Fairview  High  School 
near  Boulder,  Colorado,  met  to  see 
the  older,  much-used,  nearly-worn-out 
slides  that  were  rnade  when  our  filing 
manual,  FILE  IT  RIGHT,  was  first  pub¬ 
lished. 

The  girls  had  such  enthusiastic  sug¬ 
gestions  about  the  revision  of  the 
slides  that  another  meeting  has  been 
planned  for  late  January  so  that  each 
secretary  can  bring  with  her  the  listing 
of  the  headings  in  her  files  and  sug¬ 
gestions  of  what  she  wanted  in  the 
pictures.  Lila  Foltz,  of  Boulder,  who 
reported  the  meeting,  said. 

"It  may  even  turn  out  that  a  few 
slides  will  pertain  to  things  the  ele¬ 
mentary  secretary  feel  pertinent  to  her 
work,  a  few  pertaining  to  junior  high 
work,  and  others  for  administrative 
secretaries  and  for  high  school  secre¬ 
taries.  This  will  all  be  done  through 
the  use  of  the  categories  in  FILE  IT 
RIGHT. 

"The  secretary  to  the  superintend¬ 
ent  bought  four  copies  of  the  publica¬ 
tion  for  use  in  each  of  their  schools. 
When  we  meet  in  January  we  will 
have  exhibits  or  samples  that  will  be 
used  for  the  slides.  These  girls  are 
really  enthusiastic  and  will  do  an  ex¬ 
cellent  job." 

NAES  members  who  wish  to  make 
suggestions  on  the  revision  of  the  FILE 


IT  RIGHT  slides  are  invited  to  write 
to  Mrs.  Lila  Foltz,  1711  Fifteenth  St., 
Boulder,  Colorado. 


Dolores  Orth,  Amy  Ruhland,  Helen 
Fenner,  met  with  Martha  Luck  at  Luck's 
Lodge  in  Chicago,  in  mid-October,  to 
bring  together  the  words  on  the  fifth 
publication,  TAKE  A  MINUTE:  SAVE 
AN  HOUR.  The  copy  has  been  sent  to 
the  NEA  where  the  editing,  art  work, 
printing  details  are  handled. 


At  the  Annual  Convention  in  New 
Hampshire  in  July,  1960,  several 
changes  in  the  NAES  Constitution  were 
approved  by  the  Advisory  Council  and 
the  NAES  Executive  Board  for  presenta¬ 
tion  and  vote  by  the  general  member¬ 
ship. 

In  March,  each  member  of  the  Na¬ 
tional  Association  of  Educational  Sec¬ 
retaries  will  receive,  in  addition  to  her 
ballot  to  vote  for  officers  for  next  year, 
a  ballot  to  vote  on  the  changes  in  the 
Constitution. 

Following  is  the  Constitution  of  this 
organization.  Please  keep  this  issue  of 
the  magazine  where  you  can  refer  to 
it  when  you  receive  your  ballot. 

And  do  vote! 


NATIONAL  ASSOCIATION  OF 
EDUCATIONAL  SECRETARIES 
CONSTITUTION 

(Adopted  July  4,  19351 
(Amended  July  3,  1944) 

(Amended  July  4,  1947) 

(Amended  July  S,  1948) 

(Amended  July  26,  1953) 

(Amended  July  24,  1954) 

ARTICLE  I 
Name 

The  name  of  this  organization  shall  be  the 
National  Association  of  Educational  Secre¬ 
taries. 


NAES  Fifth  Publication 
Has  Been  Written 


Members  to  Vote  on 
Constitution  Changes 
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ARTICLE  II 
Purpose  and  Aim 

The  purpose  and  aim  of  the  National  Asso¬ 
ciation  of  Educational  Secretaries  is  to  elevate 
the  standards  of  the  group  and  through  organ¬ 
ization  to  pool  our  ideas  and  ideals  toward  a 
finer  and  more  efficient  service  to  the  school 
and  to  the  community. 

ARTICLE  III 

Membership 

Section  I.  Membership  in  the  National 
Association  of  Educational  Secretaries  shall 
be  of  four  classes:  active,  associate,  life,  and 
honorary. 

Section  2.  All  persons  engaged  in  clerical 
or  secretarial  work  in  educational  systems  of 
the  United  States,  or  organizations  concerned 
with  education,  shall  be  eligible  for  active 
membership  in  this  association  upon  payment 
of  annual  dues. 

Section  3.  Active  members  in  good  stand¬ 
ing  shall  be  entitled  to  vote,  to  hold  office, 
and  to  participate  in  discussions  at  the  meet¬ 
ings  of  the  association. 

Section  4.  Former  active  members  who 
have  entered  other  fields  of  endeavor  and  who 
desire  to  keep  in  touch  with  the  association 
may,  upon  payment  of  annual  dues,  become 
associate  members  with  all  privileges  of  active 
members  except  that  of  holding  office  or 
voting. 

Section  5.  Former  active  members  who 
held  office  while  in  the  association,  but  who 
are  no  longer  engaged  in  educational  work, 
may,  upon  the  payment  of  $20.00,  become  life 
members  of  this  association,  with  all  the 
privileges  of  active  members  except  that  of 
holding  office  or  voting. 

Section  6.  Honorary  membership  is  be¬ 
stowed  upon  members  in  recognition  of  serv¬ 
ice  to  the  association.  Honorary  members  are 
elected  by  vote  of  the  association  at  the 
annual  meeting  upon  nomination  by  the 
Executive  Board  and  are  entitled  to  all  the 
privileges  of  active  members  except  that  of 
holding  office  or  voting.  Honorary  members 
shall  be  exempt  from  paying  dues. 

Section  7.  Membership  in  this  association 
shall  be  terminated  by  non-payment  of  dues, 
by  resignation,  or  other  causes  to  be  deter¬ 
mined  by  the  Executive  Board. 

Section  8.  A  member  in  good  standing  for 
more  than  two  consecutive  years  shall  be 
eligible  for  life  membership  upon  payment  of 
$50.00  in  full,  or  $20.00  down  and  three  annual 
installments  of  $10.00  each,  with  all  the  privi¬ 
leges  of  an  active  member. 

ARTICLE  IV 
Officers 

Section  1.  The  officers  of  this  association 
shall  be  a  President,  First.  Second  and  Third 
Vice-Presidents.  Recording  Secretary,  Corre¬ 
sponding  Secretary,  and  Treasurer. 

Section  2.  The  Executive  Board  shall  con¬ 
sist  of  the  President  Emeritus,  President, 
three  Vice-Presidents,  Recording  Secretary, 
Corresponding  Secretary,  Treasurer,  Junior 
Past  President,  and  four  Members  at  Large 
of  the  Association,  selected  from  lour  differ¬ 
ent  states,  including  the  District  of  Columbia 
and  other  possessions  of  the  United  States,  a 
Parliamentarian  who  shall  be  appointed  by 


the  President,  and  the  Chairmen  of  all  Stand¬ 
ing  Committees. 

Section  3.  The  President,  the  Second  ViM- 
President,  the  Corresponding  Secretary,  and 
the  Treasurer  shall  be  elected  in  the  even- 
numbered  years;  the  First  and  Third  Vice- 
Presidents  and  the  Recording  Secretary  in 
the  odd-numbered  years.  Two  of  the  Mem¬ 
bers  at  Large  shall  be  elected  in  the  even- 
numbered  years  and  two  in  the  odd-numbered 
years. 

Section  4.  The  Officers  and  Members  it 
Large  shall  be  elected  in  accordance  with  the 
provisions  in  Article  IV,  Section  1  of  the 
By-Laws  for  a  period  of  two  years  and  no 
officer  shall  be  eligible  to  serve  more  than 
two  consecutive  terms  in  the  same  office 

ARTICLE  V 

Affiliation  and  Advisory  Council 

Section  1.  Any  local  or  state  association 
may  upon  payment  of  $5.00  annually  affiliate 
with  the  National  Association. 

Section  2.  There  shall  be  an  Advisort 
Council  consisting  of  one  member  for  evert 
twenty  National  members  from  each  local  or 
state  organization  affiliated  with  the  Natimal 
Association.  Small  local  associations  of  less 
than  twenty  members  shall  be  allowed  one 
representative  on  the  Advisory  Council  pro¬ 
vided  90'>  of  their  potential  memberihip 
belong  to  the  National  Association  of  Educa¬ 
tional  Secretaries.  Members  of  the  Advisor; 
Council  shall  be  elected  by  the  local  or  state 
association  or  chosen  by  vote  of  the  Execu¬ 
tive  Board  of  the  local  or  state  association 
prior  to  June  1  of  each  year. 

Section  3.  A  member  of  the  Executive 
Board  shall  be  appointed  by  the  President 
and  approved  by  the  Executive  Board  to  act 
as  Chairman  of  the  Advisory  Council. 

Section  4.  Privileges  or  Duties  of  the  Ad¬ 
visory  Council: 

a.  To  formulate  general  policies  of  the 
National  Association 

b.  New  policies  may  originate  in  the 
Advisory  Council  and  be  submitted  to 
the  Executive  Board  for  approval 

c.  To  aid  in  the  selection  of  officers  for 
the  National  Association. 

Section  5.  Meetings  of  the  Advisory  Coun¬ 
cil  shall  be  held  in  conjunction  with  the 
Convention  of  the  National  Association  of 
Educational  Secretaries,  except  in  cases  of 
emergency  when  the  meeting  shall  be  called 
at  the  discretion  of  the  Executive  Board  Mem¬ 
ber  in  charge  of  the  Advisory  Council  and  the 
other  members  of  the  Executive  Board. 

ARTICLE  VI 
Committees 

The  President  with  the  approval  of  the 
Executive  Board  shall  appoint  annually  such 
standing  and  other  committees  as  are  neces¬ 
sary.  One  member  of  each  committee  shall 
be  selected  from  the  members  of  the  Advisory 
Council. 

ARTICLE  VII 
Mectinari 

Section  1.  Meetings  of  the  National  Asso¬ 
ciation  of  Educational  Secretaries  shall  lx 
held  annually  in  conjunction  with  the  N*‘ 
tional  Education  Association  convention  and 
at  such  other  times  and  places  as  shall  lx 
determined  by  the  Executive  Board. 
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Section  2.  At  the  Annual  Meeting  of  the 
Association,  the  annual  reports  shall  be  pre- 
-ented  and  the  newly-elected  officers  shall  be 
installed. 

Section  3.  The  President  shall  preside  at 
aie  Annual  Meeting.  In  the  event  of  her 
inability,  the  First  Vice-President  shall 
assume  her  duties.  In  the  event  of  the  ab¬ 
sence  of  these  officers,  the  Executive  Board 
shall  appoint  a  chairman  for  the  occasion. 

Section  f.  Special  meetings  of  the  Execu¬ 
tive  Board  may  be  called  by  the  President. 

ARTICLE  VIII 
Amendments 

Amendments  to  this  Constitution  and  to  the 
By-Laws  may  be  proposed  in  writing  by  any 
member  to  the  Executive  Board.  Such  amend¬ 
ment  or  amendments  shall  become  a  part  of 
this  Constitution  when  adopted  at  an  annual 
meeting  of  the  Association  by  two-thirds  vote 
of  those  present,  after  due  notice  in  writing 
hu  been  sent  to  the  entire  membership  or  in 
case  of  emergency  by  a  two-thirds  vote  of 
written  ballots  returned. 

BY-LAWS 
ARTICLE  I 
MeetinK* 

Section  I.  The  order  of  business  for  the 
transaction  of  business  at  any  meeting  shall 
be  as  follows: 

Call  to  Order 
Reading  of  Minutes 
Report  of  Treasurer 
Reports  of  Committees 
Reading  of  Communications 
Roll  Call  of  Members 
Unfinished  Business 
New  Business 
Adjournment 

Section  2.  All  meetings  of  this  Association 
shall  be  conducted  according  to  parliamentary 
procedure  as  set  forth  in  Roberts'  Rules  of 
Order,  revised  edition. 

ARTICLE  II 
Duties  of  Officers 

Section  1.  The  President  shall  preside  at 
all  meetings  of  the  Association  and  of  the 
Executive  Board;  shall  call  all  special  meet¬ 
ings;  and  shall  appoint  all  committees  as 
indicated  in  Article  III  of  the  By-Laws;  and 
shall  perform  such  other  duties  as  directed 
by  the  Executive  Board. 

Section  2.  In  the  event  the  office  of  the 
President  shall  be  vacated,  the  First  Vice- 
President  shall  perform  the  duties  of  the 
President. 

Section  3.  The  President  shall  be  a  mem¬ 
ber  ex-officio  of  the  Advisory  Council  by 
virtue  of  her  office. 

Section  4.  The  President  shall  approve  all 
communications  of  a  general  nature  sent  out 
in  the  name  of  the  Association. 

Section  5.  Each  member  of  the  Executive 
Board  shall  be  appointed  by  the  President  to 
serve  as  a  committee  chairman,  such  appoint¬ 
ments  to  be  approved  by  the  Executive  Board. 

Section  6.  The  Recording  Secretary  shall 
xwp  an  accurate  record  of  the  proceedings 
“  Association  and  of  the  Executive  Board. 

Section  7.  The  Corresponding  Secretary 
^11  issue  notices  of  all  meetings  and  con¬ 
duct  the  correspondence  of  the  Association 
as  directed  by  the  Executive  Board. 

Section  8.  The  Treasurer  shall  deposit  the 
h  11  **  Executive  Board  shall  direct  and 
•hall  disburse  them  only  upon  a  written  order 


properly  drawn  and  signed  by  the  President. 
The  Treasurer  shall  present  a  yearly  report 
at  the  Annual  Meeting  of  the  Association.  The 
accounts  of  the  Treasurer  shall  be  audited  at 
the  close  of  each  year  by  the  Committee  on 
Audit.  The  Treasurer  shall  be  bonded  at  the 
expense  of  the  Association. 

Section  9.  The  Executive  Board  shall  have 
the  power  to  fill  any  vacancies  occurring 
among  the  officers  until  the  next  Annual 
Meeting.  The  Executive  Board  shall  assist  in 
preparing  the  programs  at  the  meetings  of 
the  Association  and  shall  perform  such  other 
duties  as  may  be  imposed  upon  it  by  the 
organization. 

Section  10.  The  Executive  Board  shall  be 
empowered  in  time  of  emergency,  when 
Annual  Meetings  cannot  be  held,  to  conduct 
such  business  as  would  normally  come  before 
the  Annual  Meeting. 

ARTICLE  III 
Committees 

Section  I.  The  Standing  Committees  of  this 
Association  shall  consist  of  a  Committee  on 
Elections,  Finance,  Audit,  Membership,  and 
such  other  committees  as  may  be  established. 

Section  2.  The  Committee  on  Elections 
shall  comply  with  the  regulations  provided 
in  Article  IV  of  the  By-Laws  of  the  Associa¬ 
tion.  This  committee  shall  consist  of  five 
members,  two  of  whom  shall  be  members  of 
the  Executive  Board,  two  to  be  selected  from 
among  the  representatives  on  the  Advisory 
Council,  and  one  to  be  selected  from  the 
membership  at  large. 

Section  3.  The  Finance  Committee  shall 
have  general  charge  of  the  budgeting  of  the 
finances  of  the  Association  and  shall  submit 
an  annual  budget  to  the  Executive  Board  for 
approval  after  the  Executive  Board  has 
planned  the  Association  program  and  activi¬ 
ties  for  the  ensuing  year.  If,  during  the  year, 
the  officers  of  the  Association  desire  to  change 
any  of  the  budget  items  set  up  at  the  Annual 
Meeting,  written  approval  must  be  secured 
from  the  members  of  the  Finance  Committee. 
The  Committee  shall  consist  of  three  mem¬ 
bers,  one  of  whom  shall  be  the  Treasurer. 

Section  4.  The  Committee  on  Audits  shall 
audit  the  books  of  the  Treasurer  at  the  close 
of  each  year  and  shall  report  its  findings  to 
the  Executive  Board.  This  Committee  shall 
consist  of  three  members. 

Section  5.  The  Committee  on  Membership 
shall  pass  upon  the  eligibility  of  members  to 
vote,  and  shall  set  up  and  develop  plans  for 
promoting  membership  in  the  Association. 

Section  6.  A  majority  of  the  membership 
of  any  committee  shall  constitute  a  quorum 
for  the  transaction  of  business  of  the  com¬ 
mittee. 

Section  7.  Any  of  the  foregoing  commit¬ 
tees  may  be  discontinued  or  others  added  by 
a  majority  vote  of  the  Executive  Board. 

Section  8.  The  chairman  of  each  commit¬ 
tee  shall  submit  a  yearly  report  at  the  Annual 
Meeting  of  the  Association. 

ARTICLE  IV 
Elections 

Section  1.  There  shall  be  an  election  pre¬ 
vious  to  the  Annual  Meeting  to  fill  all  vacan¬ 
cies  among  the  officers  and  the  Executive 
Board.  Election  shall  be  by  written  ballot.  A 
majority  of  all  votes  cast  shall  be  necessary 
to  elect. 
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Section  2.  The  Election  Committee  shall 
nominate  in  writing  at  least  two  candidates 
for  each  office  to  be  filled,  after  such  candi¬ 
dates  have  been  declared  eligible  by  the 
Membership  Committee.  These  nominations 
shall  be  mailed  to  each  member  of  the 
organization  in  good  standing  on  or  before 
May  IS.  Names  of  other  candidates  may  be 
written  in.  All  votes  shall  be  completed  and 
returned  to  the  Chairman  of  the  Elections 
Committee  as  indicated  on  the  blank  for¬ 
warded. 

ARTICLE  V 
Dom 

Section  1.  The  annual  dues  of  each  mem¬ 
ber  shall  be  $4.00  payable  to  the  Treasurer 
on  October  1.  Members  whose  dues  are  not 
paid  at  the  time  of  the  annual  election  shall 
be  ineligible  to  hold  office  or  to  vote  at  the 
annual  election. 

Section  2.  The  annual  dues  for  organiza¬ 
tions  that  wish  to  affiliate  shall  be  $5.00,  pay¬ 
able  on  October  1. 

ARTICLE  VI 
Quorum 

Fifteen  voting  members  of  this  Association 
shall  constitute  a  quorum  for  the  transaction 
of  business.  A  majority  of  the  members  of 
the  Executive  Board  shall  constitute  a 
quorum  for  the  transaction  of  business. 

ARTICLE  VII 

This  Association  shall  be  a  Department  of 
the  National  Education  Association  in  con¬ 
formity  with  the  By-Laws  of  the  National 
Education  Association. 

PLAN  FOR  AFFILIATION 

1.  Membership 

a.  Each  local  or  state  association  shall  have 
proportional  representation  on  the  Ad¬ 
visory  Council  upon  affiliation  with  the 
National  Association. 

b.  Each  local  or  state  association  shall  be 
entitled  to  one  member  on  the  Advisory 
Council  for  each  twenty  National  mem¬ 
bers.  Small  local  associations  with  less 
than  twenty  members  will  be  entitled 
to  membership  on  the  Advisory  Council 
as  provided  for  in  Article  V,  Section  2, 
of  the  Constitution  of  this  Association. 
Small  state  associations  having  less  than 
twenty  National  members  may  apply 
for  affiliation  with  representatives  on 
the  Advisory  Council  by  approval  of  the 
Executive  Board.  (In  determining  the 
number  of  representatives  from  each 
organization  for  the  ensuing  year,  the 
membership  figures  of  May  15  shall  be 
used  and  no  adjustment  in  the  number 
of  representatives  shall  be  made  through 
the  year  even  though  an  organization 
decreases  or  increases  its  National  mem¬ 
bership  for  that  year.) 

c.  Members  of  the  Advisory  Council  shall 
be  elected  by  the  local  or  state  associa¬ 
tion  or  chosen  by  vote  of  the  executive 
committee  of  the  local  or  state  associa¬ 
tion  prior  to  June  1  each  year.  Associa¬ 
tions  affiliating  after  June  1  shall  select 
representatives  at  the  time  of  affiliation 
to  serve  until  the  following  June  1, 
thereafter  representatives  shall  be  se¬ 
lected  prior  to  June  1.  (An  alternate  may 


be  selected  to  represent  a  local  or  suit 
association  at  the  meeting  of  the  Adys. 
ory  Council  in  place  of  a  duly  seleettc 
representative,  provided  she  is  chain 
by  vote  of  the  executive  commlttci  g 
her  association  and  her  name  is  (n- 
warded  to  the  Executive  Board  member 
in  charge  of  affiliation  at  least  flfUn 
days  prior  to  the  meeting.) 

d.  Any  state  that  has  twenty  or  moit 
National  members  but  does  not  have  i 
state  association  shall  be  entitled  to  one 
member  on  the  Advisory  Council  upor. 
the  recommendation  of  the  Executive 
Board. 

e.  The  President  of  the  National  Assoelt- 
tion  shall  be  a  member  ex-officio  of  the 
Advisory  Council  by  virtue  of  her  office 

2.  Length  of  Term  of  Office 

a.  The  term  of  office  shall  be  for  two  yun 
with  one-half  elected  each  year  so  that 
there  will  not  be  a  complete  tumorci 
of  the  Advisory  Council  at  any  time. 

b.  When  an  association  affiliates  with  the 
National  Association  for  the  first  time, 
one-half  of  the  representatives  shall  be 
elected  for  one  year  and  one-half  lor 
two  years.  The  affiliated  association  shall 
determine  which  of  its  representattfu 
shall  serve  for  the  one-year  term,  b 
case  of  an  odd  number  of  represotb- 
tives,  the  number  chosen  to  serve  lor 
two  years  shall  be  the  greater  number 

3.  Fee 

Each  local  or  state  association  shall  pai 
$5.00  annually,  payable  on  October  I, 
for  the  privilege  of  affiliation  with  the 
National  Association. 

4.  Meetings  of  the  Council 

a.  There  shall  be  a  meeting  of  the  Advisoi? 
Council  at  the  time  of  the  meeting  of 
the  National  Association  of  Educations! 
Secretaries,  held  in  conjunction  with  the 
meetings  of  the  National  Education  Asso¬ 
ciation. 

b.  The  Executive  Board  member  in  charge 
of  affiliations  shall  act  as  chairman  of 
all  meetings  of  the  Advisory  Council 
and  shall  take  care  of  any  necessari- 
correspondence. 

c.  At  each  meeting  of  the  Advisory  Coun¬ 
cil,  a  secretary  shall  be  selected  from 
among  the  members  present  to  keep  the 
minutes  of  that  meeting. 

d.  Prior  to  each  meeting  of  the  Advisory 
Council,  a  bulletin  listing  the  various 
matters  to  be  presented  shall  be  sent  to 
each  member  of  the  Council. 

(1)  Absent  representatives  may  express 
opinions  in  writing  to  the  Executive 
Board  member  in  charge  of  affilia¬ 
tions  on  any  matter  to  be  considered 
and  presented  at  the  meeting  of  the 
Advisory  Council. 

(2)  A  summary  of  the  expressions  of 
opinion  of  absent  representatives 
shall  be  made  and  presented  at  the 
meeting  of  the  Advisory  Council. 

(3)  In  the  case  of  a  tie  vote  on  any 
matter,  the  consensus  of  opinion  of 
absent  representatives  on  this  ques¬ 
tion  shall  be  considered  one  vote. 
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Mn.  Vtlma  Norman  and  Mrs.  Nita  Farguton  viawing  and  discussing  marits  of  now  HAESA  (Houston) 
bvllatin  board. 


Bulletin  Board  or  Bulletin  Boredom? 


MRS.  VELMA  NORMAN 

Houston,  Taxas 


So  you  want  to  talk  your  boss 
into  providing  your  association  with 
a  bulletin  board,  or  perhaps  the  space 
to  tack  up  one  your  group  already 
has.  There  are  questions  you  should 
be  able  to  answer  regarding  bulletin 
boards:  (  1)  How  to  provide  it,  (2) 
where  to  put  it,  (3)  how  to  use  it,  and 
(4)  why  a  bulletin  board? 

1-  We  may  provide  bulletin  boards  by: 

A.  Covering  a  fiber  board,  or  any 
soft  wood  with  materials  such 
as  monks  cloth,  burlap,  or  simi¬ 


lar  material.  A  molding  adds  to 
attractiveness  and  durability. 

B.  Using  natural  colored  ducking 
tacked  on  an  ordinary  window 
shade  which  can  be  raised  or 
lowered.  This  is  a  convenience 
if  wall  space  is  limited. 

C.  Thick  cardboard  with  a  gummed 
binding  or  with  a  light  molding. 

D.  Beaver  or  veneer  board,  which 
may  be  shellacked  a  color  to 
harmonize  with  the  walls. 

E.  Portable  boards,  light  in  weight 
and  small  enough  to  be  carried, 
may  be  set  on  easels  for  special 
observation. 
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2.  We  place  bulletin  boards: 

A.  Where  they  can  be  easily  seen, 
such  as  near  enough  to  the  door 
that  it  can  be  read  on  entering, 
or  leaving,  the  room. 

B.  A  hallway  that  is  roomy  and 
well  travelled. 

C.  To  conform  to  the  wall  space 
and  balance  wall  elevation. 

D.  Above  a  shelf,  or  table,  or  low 
bookcase,  but  to  make  attrac¬ 
tive  arrangements  with  appro¬ 
priate  backgrounds. 

3.  Material  for  bulletin  boards  may  be 

assembled  by: 

A.  Being  on  the  lookout  for  color¬ 
ful  pictures,  poems,  cartoons, 
jokes,  graphs,  diagrams,  current 
events,  brochures,  pamphlets, 
and  other  literature. 


B.  Clipping  as  soon  as  possible 
when  you  find  something.  Labe 
the  source  and  date. 

C.  Placing  in  folders  labelled  fo 
future  use;  i.e.,  "membership" - 
"publicity"  —  "country  fair"  - 
"bosses  night,"  etc. 

4.  Bulletin  boards  may  be  filed  by: 

A.  Using  a  set  of  folders  labelec 
around  the  calendar  of  the 
school  year. 

B.  Placing  in  two  boxes  labelled 
"new"  and  "used"  so  that  ma¬ 
terial  once  on  the  board  can  be 
placed  in  a  used  box  to  avoid 
repetition. 

5.  Bulletin  boards  are  most  effective 

when: 

A.  A  few  items  well  arranged  are 
used  rather  than  many  things  or 
a  crowded  one. 


Here  Is  Help  For  The  Secretary  With 
Bulletin  Board  Responsibilities 

E-Z  BULLETIN  BOARDS 

by  Anne  Weseloh 

To  create  easy  and  effective  bulletin  boards  the 
author  shows  displays  which  fit  on  pre-planned 
patterns  which  are  reusable  and  adaptable  for 

. . . . y  all  needs. 

This  36-page  book  has  four  pages  of  full-color 

... . ^  bulletin  board  displays  plus  100  black-and-white 

photographic  illustrations.  Suggestions  for  group 
and  individual  mountings,  silhouettes,  paper 
BBBbApMllHte  sculpture,  borders,  textures,  and  lettering  meth- 
_ _ '  ods  are  included. 

BULLETIN  BOARDS  FOR  $i50 

HOLIDAYS  AND  SEASONS 

by  Thomas  Koskey 

This  handbook  contains  many  novel  ideas  which  will  brighten  any  sec¬ 
retary's  bulletin  boards.  Ideas  for  holidays  and  special  days,  such  as 
the  opening  and  the  closing  days  of  school,  are  included.  This  book  is  a 
sequel  to  the  author's  first  book  on  bulletin  board  displays,  entitled 
Baited  Bulletin  Boards,  which  covers  all  aspects  of  bulletin  board  plan¬ 
ning  and  display.  Each  of  the  Koskey  books  is  priced  at  $1.50. 

FEARON  PUBLISHERS 

828  VALENCIA  STREET  SAN  FRANCISCO  10,  CALIFORNIA 
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Hovtloii  Atfociation  of  Educational  Socralariot'  BulUtin  Board  publiciiing  "NAES  it  Calling"  thamo. 
0*  viaw  it  THE  NATIONAL  EDUCATIONAL  SECRETARY  with  tabbed  articlot,  a  profottional  ttandardt 
Mrtificata  and  brochurot,  now  lottarhoad,  litt  of  NAES  mombort  in  Houtton,  and  a  momborthip  form. 


B.  A  center  of  interest  and  a  defi¬ 
nite  theme  are  secured  through¬ 
out. 

C.  Reading  material  is  on  the  eye 
level  while  pictures  of  large 
proportions  are  slightly  higher. 

D.  The  background  blends  with  the 
color  themes  of  the  room  and 
frame  blends  with  the  wood¬ 
work. 

E.  Uniform  thumb  tacks  are  placed 
so  that  edges  of  material  are 
secure  and  not  rolled  or  left 
hanging. 


F.  Labels  and  instructions  are  neat 
and  legible. 

G.  Material  is  changed  often. 

6.  Bulletin  boards  are  needed: 

A.  To  help  people  learn. 

B.  To  communicate  ideas. 

C.  To  give  information. 

D.  To  build  appreciation. 

E.  To  stimulate  thinking  and  do¬ 
ing. 

F.  To  arouse  interest. 
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What  the  Principal  Expects 
Of  the  Secretary 

At  the  beginning  of  the  year  an 
in-service  workshop  was  held  for  all 
school  secretaries  in  Houston,  Texas. 
One  of  the  speakers  was  Mrs.  A.  E. 
Lewis,  Principal  of  Foster  Elementary 
School.  She  talked  on  "What  the  Prin¬ 
cipal  Expects  of  the  Secretary."  These 
briefly  follow: 

(1)  Be  in  her  place  early — in  time  to 
welcome  the  principal. 

(2)  Be  well  groomed,  with  the  most 
important  thing  worn  a  good  ex¬ 
pression. 

(3)  Set  the  tempo  of  the  building  with 
friendliness.  (If  atmosphere  of 
building  is  austere  and  forbidding, 
you  can  be  sure  the  secretary  is 
distant  and  unapproachable.) 

(4)  Be  wise  and  remember  that  while 
the  secretary  represents  the  prin¬ 
cipal,  who  in  turn  represents  the 
Superintendent  and  the  Board,  she 
has  no  authority.  It  is  hers  to  do 
only  as  authority  is  delegated  to 
her. 


(5)  Consult  the  principal  for  his  wish¬ 
es  for  that  day.  It  also  helps  the 
principal  keep  his  bearing  if  he 
is  given  an  outlined  memo  of  hap¬ 
penings  at  end  of  day,  especially 
those  things  which  have  not  al¬ 
ready  come  to  his  attention. 

(6)  Be  loyal  (without  loyalty,  she  ex¬ 
erts  a  harmful  influence). 

(7)  Get  along  with  people,  and  smooth 
the  way. 

(8)  It  is  good  for  a  secretary  to  make 
the  principal  feel  like  a  "big  shot" 
(an  unusual  experience  for  a  prin¬ 
cipal.) 

— Velma  Norman 
South  Central  Region 

Editor's  Column  Postponed 
Until  Next  Issue 

In  order  to  include  all  the  news 
from  the  associations,  the  Editor  is 
postponing  her  column  "The  Editor 
Talks  It  Over"  until  the  May  issue. 
There  just  wasn't  enough  space! 

The  winner  of  the  contest  to  name 
the  column  will  be  announced  at 
that  time. 


Indi 

low 


M191 


lUii 

Of 


of  I 
suci 
mui 
the 
twe 

Dai 

Of 

T 

plic 

Sec 

the 

Eth 

Em 

Phi 

I 

rec 

Pn 

tifli 


Ka 

Of 

1 

ly 

ler 

tio 

suj 

na 

scl 

ge 

ti\ 

wi 

or 

th 

sc 

mi 

C( 

m 

w 


Muslin*  Staff  M«mb«r:  MISS  MARY  ZIMMERMAN, 

ILLINOIS 

Illinois  Association 
Of  Educational  Secretaries 

“Twenty  Years  Young”  was  the  theme 
of  the  Fall  Conference  which  included 
such  topics  as  “Improving  Lines  of  Com¬ 
munication,”  “School  Accounting  and 
the  School  Auditor,”  and  a  review  of  the 
twenty-year  history  of  lAES. 

Danville  Association 
Of  Educational  Secretaries 

This  association  is  organizing  and  du¬ 
plicating  a  “Handbook  for  Educational 
Secretaries”  which  includes  a  history  of 
the  Danville  staff,  National  Code  of 
Ethics,  Professional  Standards  Program, 
Employment  Policies,  Record  Retention, 
Philosophy,  and  Job  Analysis. 

Danville  is  the  first  community  to 
recognize  the  Professional  Standards 
Program  by  honoring  the  Grade  II  Cer¬ 
tificate  with  a  salary  increment. 


4115  PUaMnt  Driva,  Rapid  City,  South  Dakota 
Port  Huron  Association 
Of  Educational  Secretaries 

Thirty-four  clerks  and  cecretaries  in 
Administration  Offices,  the  Junior  Col¬ 
lege,  and  seven  schools  comprise  the 
membership  of  the  association.  Four 
business  meetings  and  three  social  meet¬ 
ings  have  been  planned  for  the  1960-61 
year.  Gerald  C.  Bradley,  Assistant  Sup¬ 
erintendent  of  Schools  selected  “Classi¬ 
fication  of  Clerical  Personnel  in  the 
Port  Huron  Public  Schools”  as  his  topic 
for  the  second  association  meeting.  A 
Christmas  dinner,  gift  exchange  and 
games  were  featured  in  December.  Ned 
S.  Hubbell,  Director  of  Information 
Services  for  the  Port  Huron  Public 
Schools  will  speak  to  the  group  in  Feb¬ 
ruary.  New  this  year:  a  committee  for 
revising  the  Handbook  cf  Policies  adopt¬ 
ed  by  the  association  in  1959;  also,  a 
committee  working  on  a  set  of  by-laws. 

Inkster  Association 
Of  Educational  Secretaries 


MICHIGAN 

Kalamazoo  Association 
Of  Educational  Secretaries 

Under  the  Suggestion  Box  plan  recent¬ 
ly  approved  by  the  Professional  Prob¬ 
lems  Committee  of  the  Board  of  Educa¬ 
tion  in  Kalamazoo,  KAES  will  receive 
suggestions  from  operational,  mainte¬ 
nance,  and  stockroom  employees.  All 
school  employees  are  free  to  write  sug¬ 
gestions  or  ideas  they  consider  construc¬ 
tive  for  the  school  system.  The  employee 
will  submit  his  suggestion  to  the  group 
or  association  designated  to  receive 
them.  Each  group  or  association  will 
screen  the  suggestions  to  determine  their 
merit  before  submitting  them  to  the 
Central  Committee.  The  Central  Com¬ 
mittee  will  report  to  the  school  board 
with  its  recommendations. 


Proceeds  from  a  fashion  revue  will 
provide  a  $300  scholarship  to  a  June 
graduate  of  Inkster  High  School  who 
will  be  studying  in  the  commercial  or 
secretarial  field.  The  program  consisted 
of  fashions  for  children,  town  and  coun¬ 
try  wear,  afternoon  and  evening  fash¬ 
ions,  and  a  display  of  fashions  in  fur. 
A  dramatic  reading,  “Grandpa  Goes  to 
a  Fashion  Tea”  was  given  by  Rev.  Fran¬ 
ces  A.  Walston,  vocal  solos  by  Michal 
Walker  and  Millicent  Morrison  of  Ink¬ 
ster  High  School,  an  interpretative  dance 
number  by  the  high  school  modern  dance 
group,  and  organ  music  by  Alfred  Bold¬ 
en  provided  the  background  for  the  pro¬ 
gram. 

Royal  Oak  Association 
Of  Educational  Secretaries 

Dora  Walz  was  elected  president  of  the 
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association  in  recognition  of  her  work 
in  organizing  the  association  and  bring¬ 
ing  the  membership  roll  to  sixty-nine. 
A  constitution  and  by-laws  have  been 
adopted  and  committees  and  executive 
board  are  working  to  make  the  Royal 
Oak  school  district  just  a  bit  nicer  place 
to  work. 

Wayne  County  Association 
Of  Educational  Secretaries 

Theme  of  the  all-day  Institute  at 
Grosse  Pointe  High  School  “Getting  to 
Know”  was  developed  with  an  interpre¬ 
tation  providing  insight  in  ourselves.  Dr. 
Gertrude  Montgomery  of  the  counseling 
and  psychotherapy  staff  of  Merill-Palm- 
er  School  presented  her  approach  on 
problems  confronting  “Women  Who 
Work.”  The  association  plans  to  hold  a 
Winter  Workshop  and  a  Boss-Secretary 
Dinner. 

MINNESOTA 

Minnesota  Association 
Of  Educational  Secretaries 

The  Spring  Conference  will  be  held 
May  5  and  6  in  Austin,  with  Fall  Con¬ 
ference  slated  September  29-30  and 
October  1  in  Bemidji.  The  association 
holds  its  conferences  outside  the  Twin 
City  area  as  often  as  possible  to  give 
everyone  a  chance  to  see  different  parts 
of  the  state  and  to  meet  with  other  sec¬ 
retaries.  The  association  is  exploring 
the  possibilities  of  a  Ways  and  Means 
Committee  to  raise  money  for  special 
projects  and  emergencies  and  would  like 
to  hear  from  other  associations  who 
have  done  this. 

Duluth  Association 
Public  School  Secretaries 

The  project  this  year  is  buying  vita¬ 
mins  and  cod  liver  oil  for  needy  chil¬ 
dren  in  the  schools — not  for  those  re¬ 
ceiving  welfare  aid  but  for  families  who 
are  just  getting  along  on  income  and  do 
not  have  money  for  these  extras  that  the 
children  need.  The  project  is  handled 
through  the  school  health  department. 

omo 

Akron  Association 
Of  Educational  Secretaries 


During  the  November  meeting  secre¬ 
taries  from  Administrative  offices  pre¬ 
sented  duties  of  their  office  with  sug¬ 
gestions  for  improved  record  keeping 
and  supplying  of  data  followed  by  dis. 
cussion  meetings  for  elementary  and 
secondary  personnel.  On  November  17 
the  secretaries  sponsored  a  meeting  in 
which  Ward  Ashman,  Executive  Secre¬ 
tary  of  the  School  Employees  Retirement 
System  of  Ohio,  explained  some  of  the 
details  of  the  retirement  system. 

Association  of  Cincinnati 
Public  School  Office  Personnel 

Promoting  the  welfare  of  the  Civil 
Service  employees  of  the  Cincinnati 
Public  Schools  is  the  purpose  of  the 
association  while  the  goal  is  to  enroll 
three-fourths  of  the  potential  member¬ 
ship  for  the  current  year. 

Four  meetings  are  held  throughout 
the  year — January  is  devoted  to  a  work¬ 
shop  type  meeting  where  participants 
get  first-hand  information  regarding 
their  jobs  and  how  to  handle  them  effi¬ 
ciently.  The  March  meeting  is  devoted 
to  a  fashion  show,  the  proceeds  provid¬ 
ing  scholarships  with  which  to  send  sec¬ 
retaries  to  Kent  State  School  of  Secre¬ 
taries  in  July  each  year.  The  spring 
meeting  in  May  is  of  a  social  nature. 

WISCONSIN 

Kenosha  Educational  Secretaries 

Colored  slides  of  the  Middle  East  were 
shown  at  the  association’s  October  meet¬ 
ing  by  Miss  Mabel  Neergaard,  Forest 
Park  Elementary  School  teacher.  A  get- 
acquainted  period  for  new  girls  in  the 
school  system  and  an  exchange  of  help¬ 
ful  office  hints  was  shared  by  all.  Meet¬ 
ing  dates  have  been  changed  to  October 
and  April  with  social  events  for  Decem¬ 
ber  and  June.  April  7-9  are  the  dates 
of  the  Wisconsin  Educational  Secretaries 
Association  Spring  Conference  at  Green 
Lake. 

Waukesha  County  Association 
Of  Educational  Secretaries 

This  group  is  quite  new  but  has  plans 
for  trying  to  share  problems  and  ideas 
with  the  intention  of  helping  one  an¬ 
other  and  affording  self-improvement. 
The  group  is  acting  under  a  temporarj' 
chairman,  Mrs.  Betty  Jane  Peterson,  un¬ 
til  they  become  better  acquainted  and 
elect  officers. 
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Magaiin*  Staff  Menubar;  MRS.  VELMA  NORMAN,  Houston  School  District,  1300  Capitol  Avenue, 
Houston  2,  Texas 


ARKANSAS 

.Arkansas  Association 
Of  Educational  Secretaries 

The  Annual  Convention  was  held  at 
Albert  Pike  Hotel  in  Little  Rock,  No¬ 
vember  3  and  4,  Thursday  evening.  A 
fellowship  meeting  was  enjoyed  at  the 
hotel.  Friday  started  with  a  coffee  host¬ 
essed  by  the  Little  Rock  secretaries.  The 
morning  speaker  was  Mr.  W.  J.  Lemke, 
who  spoke  on  “Ghost  Towns  of  Arkan¬ 
sas.”  It  was  exciting  to  learn  of  places 
now  hard  to  locate,  but  once  played  an 
important  part  in  Arkansas  history.  A 
style  show  featuring  career  clothes,  with 
new  ideas  in  accessories,  was  enjoyed. 

Plans  have  been  started  for  a  Regional 
Meeting  at  Harrison  and  a  Workshop  at 
Little  Rock  in  the  spring. 

Little  Rock  Association 
Of  Educational  Secretaries 

Carrying  out  this  year’s  theme  “Shar¬ 
ing  Talents  for  Progress  and  Pleasure,” 
October’s  program  was  “Crafts”  with 
members  demonstrating  their  talents.  In 
November  members  learned  about  “Holi¬ 
day  Decoration.”  “An  Old  Fashioned 
Christmas  Party”  was  enjoyed  in  De¬ 
cember,  and  gifts  were  distributed  to  a 
needy  family.  A  book  review  will  be 
presented  in  January,  followed  in  Feb¬ 
ruary  with  an  “Interior  Decorating” 
program. 

Pulaski  County  Association 
Of  Educational  Secretaries 

This  newly  organized  group  met  at 
Lindo  Inn  December  15  for  a  get  ac¬ 
quainted  dinner,  entertainment  and  ex¬ 
change  of  gifts. 

KANSAS 
K»nsas  Association 
Of  Educational  Secretaries 


KAES  Annual  Convention  was  held 
at  Chanute  November  4.  Eight  bosses 
were  present!  Secretaries  from  Inde¬ 
pendence  and  Chanute  coordinated  table 
decorations  and  program  themes.  An 
early  speaker  was  Mr.  Murlin  J.  Black- 
strun.  Division  Manager  Investors  Di¬ 
versified  Services,  who  spoke  on  “Money 
for  Today  and  Tomorrow.”  The  after¬ 
noon  speaker  was  Mr.  Buford  Fisher, 
Superintendent  of  Schools,  Chanute, 
whose  talk  centered  around  “Katie  Takes 
A  Koffee  Break.” 

In  February  a  money-making  project 
will  be  a  box  supper. 

Wichita  Association 
Of  Educational  Secretaries 

The  group  recently  toured  the  Dis¬ 
trict’s  Service  Department,  so  new  mem¬ 
bers  could  see  behind  the  scenes  and 
better  understand  school  plant  opera¬ 
tion. 

Due  to  a  membership  contest,  which 
ended  on  Bosses’  Night,  the  association 
has  swelled  to  117  members.  All  secre¬ 
taries  were  divided  into  competing 
groups,  and  the  losing  group  had  to 
plan  and  serve  the  Christmas  Party. 

Members  have  adopted  a  policy  of 
wearing  name  badges  to  all  meetings,  or 
pay  a  penalty  of  lO^*  if  not  worn. 

LOUISLANA 

New  Orleans  Public  Schools  Association 
Of  Educational  Secretaries 

Their  theme  this  year  is  “Our  Orbits 
of  Change:  Implications  For  Survival.” 

At  meetings  the  group  plans  for  a 
meditation  as  well  as  a  get-acquainted 
period.  Discussion  of  forms  used  in  the 
school  system  has  been  part  of  the  pro¬ 
grams. 
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MISSOURI 

Missouri  Association 
Of  Educational  Secretaries 

Over  200  attended  the  21st  Annual 
Convention  held  in  the  auditorium  of 
the  new  office  building  at  Kansas  City, 
November  3.  Mr.  Robert  J.  Ward,  Di¬ 
rector  of  Employee  Personnel  for  Kan¬ 
sas  City  Schools,  extended  greetings. 
He  asked  that  secretary  be  spelled  cor¬ 
rectly  —  Sincere,  Energetic,  Confident, 
Resourceful,  Elastic  (stretch  to  meet  the 
demands  of  the  job).  Tidy,  Attentive, 
Reserved,  Youthful  (in  heart  and  mind, 
if  not  chronologically). 

Many  secretaries  attended  the  general 
session  of  the  Missouri  State  Teachers 
Association  in  the  evening,  which  fea¬ 
tured  Herb  Shriner  and  a  group  of 
musicians  and  vocalists  in  a  program  of 
American  folk  music. 

Special  guests  at  the  Friday  luncheon 
included  Mr.  Ward  Barnes,  Superintend¬ 
ent  of  Schools,  Normany,  and  Mr.  C.  S. 
Robinson,  Assistant  Superintendent  in 
Charge  of  Personnel,  Kansas  City.  Mr. 
Robinson  said  the  AASA  recognized  the 
importance  of  the  educational  secretary, 
but  this  group  must  help  themselves 
with  further  establishment  of  education¬ 
al  standards. 

Luncheon  speaker  was  Dr.  Conrad 
R.  Willard,  Pastor  of  Calvary  Baptist 
Church,  Kansas  City.  He  closed  his  in¬ 
spiring  message  by  admonishing  the 
group  to  “look  to  tomorrow;  make  it 
better  by  being  better  today.” 

Later  that  day  the  assemblage  learned 
about  Science  Fairs.  These  fairs  are  used 
to  create  an  interest  in  science  among 
the  youth,  and  help  educate  adults. 
There  is  a  new  field  opening  for  young 
women  too — the  Scientific  Secretary. 
The  job  requires  familiarity  with  scien¬ 
tific  terms,  ability  to  type  them,  and  file 
information  correctly. 

That  evening  120  hungry  secretaries 
were  loaded  into  buses  and  taken  across 
the  river  to  the  oldest  house  in  Kansas, 
Grinter  House.  In  the  barn  on  this  estate 
a  home-cooked  buffet  dinner  was  served. 
This  was  followed  by  a  “hay-loft”  dance, 
and  ended  with  a  hog-calling  contest! 


The  annual  Workshop  is  scheduled 
for  March  3  and  4,  1961  at  the  Mu- 
souri  School  for  the  Blind  in  St.  Louis 
At  the  opening  session  Dr.  Merle  T 
Welshans,  Professor  of  Finance  at  Was!.- 
ington  University,  will  speak  on  the 
“Changing  Concept  of  Administrative 
Responsibility.”  “What  Employers  Ex¬ 
pect  of  a  Secretary”  will  be  discussed  by 
Miss  Kay  Williams  of  Kay  William- 
Personnel. 

Sessions  on  Saturday  morning  will  be 
divided  into  elementary,  secondary,  fi¬ 
nance,  and  special  services.  At  the  clos¬ 
ing  luncheon  Mr.  Herbert  Metz,  Wash¬ 
ington  University,  will  sum  up  with 
the  topic  of  “Be  A  Know-it-all.” 

Mr.  George  D.  Heltzell,  Superintend¬ 
ent  of  Schools,  has  invited  superin¬ 
tendents  throughout  the  state  to  join 
the  secretaries  in  a  tour  of  the  school, 
and  has  arranged  for  student  demon¬ 
strations. 

Jefferson  City  Association 
Of  Educational  Secretaries 

Programs  have  been  interesting  and 
varied  this  year  and  have  included  talks 
on  Switzerland;  Civil  Defense  “home 
preparedness”;  European  tour,  and  a 
10th  birthday  luncheon. 

New  officers  were  installed  at  the 
Christmas  Party.  Instead  of  exchanging 
gifts  the  group  gives  to  75  patients  in  a 
state  mental  hospital,  as  well  as  maga¬ 
zine  subscriptions  to  three  hospitals  in 
the  city. 

A  camera  was  purchased  and  an  offi¬ 
cial  photographer  appointed  to  keep  a 
record  of  all  activities. 

OKLAHOMA 

Oklahoma  Association 
Of  Educational  Secretaries 

This  group’s  summer  Conference  was 
held  at  the  University  of  Oklahoma 
Norman.  Mrs.  Mary  C.  Lawrence,  Regis¬ 
trar,  Professional  Standards  Program 
NAES,  gave  “Tips  for  the  Educational 
Secretary  Who  Would  Be  Tops.”  Im¬ 
proved  techniques  and  short  cuts  were 
given  by  Mrs.  Billie  Holcomb,  Associate 
Professor  of  Secretarial  Science.  Dr 
Charlyce  King,  Assistant  Professor  of 
Home  Economics,  and  Dr.  Gerald  Porter. 
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Professor  of  Education,  both  on  the  Uni¬ 
versity  of  Oklahoma  staff,  helped  to 
make  the  conference  a  success. 

Plans  are  already  being  made  for 
another  work  conference  this  June. 


TEXAS 


Texas  Association 
Of  Educational  Secretaries 


TESA  had  a  section  meeting  at  the 
Texas  State  Teachers  Association  in 
October  at  Corpus  Christi.  A  luncheon 
meeting  was  held  at  the  Petroleum  Club, 
with  114  in  attendance.  A  show  of  hands 
indicated  30%  there  were  members  of 
TSTA.  Mr.  Paul  Mason,  member  of  the 
Texas  State  Board  of  Education,  and 
President  of  the  Robstown  National 
Bank,  was  guest  speaker.  He  talked  on 
“Guys  and  Dollars.”  He  gave  good  point¬ 
ers  on  the  importance  of  management 
of  personal  financial  affairs. 

TESA’s  District  TSTA  meetings  take 
place  in  March,  1961. 

The  Annual  Convention  will  be  held 
in  Dallas,  April  14-16,  1961.  Theme  will 
be  “Pattern  For  Living”.  Dallas,  Texoma 
and  Highland  Park  associations  will  be 
hostesses. 


Amarillo  Association 
Of  Educational  Secretaries 


A  rummage  sale  totalled  $112.  The 
money  will  be  used  for  a  scholarship. 


Austin  Association 
Of  Educational  Secretaries 


Membership  for  this  group  is  the  larg¬ 
est  to  date  with  73. 

The  first  meeting  honored  new  secre¬ 
taries. 

In  November  Mrs.  Thomas  J.  Prather 
gave  a  book  review  of  “Lord  What  A 
Family.” 

A  scholarship  fund  of  $50  has  been 
set  up  to  further  some  deserving  girl’s 
business  education. 


Brazosport  Association 
Of  Educational  Secretaries 


“Bosses’  wives  are  not  forgotten”  re¬ 
ported  this  association.  They  launched 
the  holiday  season  with  a  Christmas 
Wassail  Party  honoring  bosses’  wives. 

They  proudly  announced  100%  mem¬ 
bership. 


Coastal  Association 
Of  Educational  Secretaries 

Corpus  Christi  was  the  host  city  for 
the  1960  Texas  State  Teachers  Associa¬ 
tion  Convention.  Inez  McNaughten, 
President,  presided  at  the  TESA  Section 
Meeting  at  the  Petroleum  Club.  The 
head  table  was  decorated  with  a  gor¬ 
geous  new  “Mimmie  Cesa.”  She  is  a 
mermaid  who  rides  in  a  sequined  clam 
shell  drawn  by  six  ceramic  sea  horses! 
TESA  President  Rita  Cox,  reported  on 
her  visit  last  summer  in  New  Hampshire. 

At  the  first  meeting  in  September  the 
group  learned  about  an  insurance  pro¬ 
gram  and  how  to  qualify.  Mr.  J.  M. 
Pearce,  Assistant  Director  of  Personnel, 
spoke  about  a  new  secretarial  salary 
schedule. 

At  the  October  meeting  Glenna  Holla- 
way,  of  the  Division  of  Instruction,  Pub¬ 
lications,  spoke  to  the  members  on  FILE 
IT  RIGHT  AND  FIND  IT.  They  heard 
reports  on  the  workshop  at  Austin. 

The  annual  money  raising  project  is 
a  Mexican  Supper,  which  is  planned  in 
December.  Most  of  the  money  raised  by 
this  association  is  used  to  send  girls  to 
workshops  and  the  convention.  The 
school  board  matches  the  amount  raised 
by  the  secretaries! 

Dallas  Association 
Of  Educational  Secretaries 

This  year’s  theme  is  “Making  The 
Most  Of  Me.” 

Activities  started  with  an  annual  ori¬ 
entation  program  for  new  secretaries. 
The  first  meeting  brought  Texas  State 
Teachers  Association  President,  Mrs. 
Mary  Alexander,  as  guest  speaker.  She 
told  of  her  trip  to  Russia  and  made  ob¬ 
servations  on  Russian  education. 

The  November  meeting  was  devoted 
to  gift  wrapping  demonstrations. 

At  each  meeting  this  year  a  social 
hour  and  refreshments  have  been  en¬ 
joyed.  This  provides  an  opportunity  to 
become  better  acquainted  with  secre¬ 
taries  from  other  schools. 

Membership  to  date  is  137. 

Houston  Administrative  Association 
Of  Educational  Secretaries 

Fall  activities  have  been  many  and 
varied.  Members  enjoyed  a  pancake  sup¬ 
per  in  October  at  President  Dot  An- 
thonise’s  home. 


October  28  HAESA  held  its  fourth  In- 
Service  Workshop,  with  a  theme  of 
“Tricks  and  Treats  With  New  Tech¬ 
niques.”  Two  sessions  were  held,  with 
school  secretaries  invited  to  attend  the 
afternoon  session.  Attendance  was  225. 
Consultants  were  Mr.  James  Combs  of 
Houston,  and  Miss  Annette  Jones  of 
Dallas,  representatives  of  IBM  Corpora¬ 
tion.  Co-chairmen  were  Helen  Fullerton 
and  Velma  Norman.  Another  workshop 
is  scheduled  in  the  spring. 

This  group’s  Service  Committee  col¬ 
lected  boxes  of  clothing  for  needy  chil¬ 
dren. 

Ways  and  Means  Committee  raised 
$264  in  November  with  a  Country  Fair. 

TESA  District  I  TSTA  meeting  will 
be  held  at  the  Shamrock-Hilton  Hotel 
March  17,  with  the  theme  “Head,  Heart 
and  Hands.”  Mr.  Norman  Gauerke,  bus¬ 
iness  man  and  consultant.  Dale  Carnegie 
Courses,  will  talk  on  “Shillalahs  and 
Shamrocks.” 

Houston  Association 
Of  Educational  Secretaries 

This  group  has  grown  to  150  members. 

$25  was  given  to  the  Lighthouse  for 
the  Blind  for  braille  books  for  small 
children. 

A  one-day  institute  will  be  sponsored 
by  HESA  at  the  University  of  Houston 
in  March,  1961.  Dr.  Arvin  Donner,  Dean, 
and  Mr.  Charles  White,  School  of  Edu¬ 
cation,  at  the  university  will  assist  in 
the  program.  Educational  secretaries 
from  nearby  districts  will  be  invited  to 
participate. 

Odessa  Association 
Of  Educational  Secretaries 

A  scholarship  at  Odessa  College  will 
be  given  to  a  deserving  student. 

At  the  first  meeting  Dr.  Dwight  L. 
Kirk,  Superintendent  of  Ector  County 
Schools,  welcomed  the  group,  emphasiz¬ 
ing  their  importance  to  school  systems. 

A  salad  supper  was  enjoyed  by  sixty 
girls  in  October.  Miss  Rita  Cox,  TESA 
President,  told  of  the  National  Conven¬ 
tion,  and  Mrs.  Jim  White  gave  high¬ 
lights  from  the  TESA  workshop  in 
Austin. 


To  raise  money  a  game  benefit  is 
planned  in  February.  Bosses’  Night  is 
planned  in  March. 

San  Antonio  Association 
Of  Educational  Secretaries 

An  Orientation  Program  was  held  for 
new  secretaries  in  August. 

In  October  a  Coke  and  Dip  Party  was 
enjoyed.  New  secretaries  were  assisted 
in  meeting  co-workers,  and  they  heard 
greetings  from  Mr.  Herman  A.  Vetter, 
Principal  of  Hawthorne  Junior  High. 

At  the  November  meeting  Lt.  Col, 
Vincent  I  Hack  of  Brooke  Army  Medical 
Center  spoke  on  “Color  Dynamics.”  Hus¬ 
bands  and  friends  were  invited. 

A  benefit  Christmas  program  was 
held  at  the  Gunter  Hotel  in  December. 

Spring  Branch  Association 
Of  Educational  Secretaries 

This  association  adopted  a  needy  fam¬ 
ily  and  sent  grocery  baskets  at  Thanks¬ 
giving  and  Christmas. 

A  business  education  scholarship  is 
planned  for  a  senior  high  girl. 

Texoma  Association 
Of  Educational  Secretaries 

This  group  is  composed  of  secretaries 
of  North  Texas  in  the  Lake  Texoma 
area,  which  lies  between  Texas  and 
Oklahoma. 

Texoma  is  busy  making  plans  for  the 
Western  Birthday  Party  which  will  be 
part  of  the  TESA  Convention  in  Dallas 
next  April. 

Waco  Association 
Of  Educational  Secretaries 

Mrs.  Edwina  Hall  was  the  only  dele¬ 
gate  from  Texas  to  the  NAES  Section 
of  the  NEA  Meeting  this  summer  at  Los 
Angeles. 

To  raise  funds  members  cleared  $150 
on  candy  sales. 

At  the  District  X  TSTA  March  Meet¬ 
ing  Edwina  and  Wilbur  Hall  will  show 
slides  of  a  tour  of  Oahu  and  Kausai  Is¬ 
lands.  These  were  made  when  Mr.  Hall 
attended  the  Classroom  Teachers  Na¬ 
tional  Conference  in  Honolulu  last  July. 
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Mtetiin*  Staff  Mtmbar;  MRS.  KATHRYN  HUTCHERSON,  Ranan  High  School,  R.F.O.  No.  1, 
Grolna,  Virginia 


FLORIDA 

Hillsborouffh  County  Association 
Of  Educational  Secretaries 

The  Hillsborough  County  Association 
of  Educational  Secretaries  had  a  most 
unwelcome  visitor  for  the  September 
meeting.  “Donna”  was  there  in  all  he^ 
hurricane  bluster!  Buzz  sessions  by 
groups,  Elementary,  Junior  High,  Senior 
High  and  County  Office  secretaries  had 
been  planned  since  the  girls  had  indicat¬ 
ed  an  interest  in  this  type  program  to 
exchange  ideas  and  discuss  problems. 
While  the  small  attendance  cancelled 
this,  they  are  planning  the  same  type 
program  for  January.  Twenty  girls  are 
attending  a  class  in  Bookkeeping  and 
Accounting  at  Vocational  School,  work¬ 
ing  on  Professional  Standards  points. 

KENTUCKY 

Central  Kentucky  Association 
Of  Educational  Secretaries 

Organized  during  the  school  year  of 
1958-59,  this  group  has  a  membership 
to  date  of  sixteen  through  August  1960; 
with  hopes  of  many  new  members  in 
1961.  On  August  25,  prior  to  the  open¬ 
ing  of  schools,  the  Central  Kentucky 
Association  of  Educational  Secretaries 
attended  their  first  Workshop  at  the 
Administration  Building.  Dr.  James  B. 
Kincheloe,  Superintendent,  spoke  on 
"Expectations”  of  the  secretaries  for  the 
coming  year;  he  was  followed  by  other 
speakers  on  Finance,  Business  Affairs, 
Pupil  Personnel  and  I.B.M.  Procedures, 
Textbooks,  Transportation,  and  Book¬ 
keeping. 

MISSISSIPPI 

The  Mississippi  Association  of  Educa¬ 
tional  Secretaries  will  hold  its  annual 
spring  luncheon  and  business  meeting 


on  March  16,  1961  during  the  convention 
of  the  Mississippi  Education  Association 
to  be  held  in  Jackson,  Miss.  New  officers 
will  be  installed.  The  Executive  Board 
has  authorized  travel  expenses  for  the 
new  president  to  attend  the  NAES  Con¬ 
vention  in  Corvallis,  Oregon  next  July. 

The  1961  Conference  of  MAES  will  be 
held  during  early  fall  probably  in  Jack- 
son,  which  is  centrally  located  to  all 
parts  of  the  state. 

The  MAES  Handbook  includes:  offi¬ 
cers,  conferences,  items  of  interest  from 
ten  years  back  in  scrapbook,  new  mem¬ 
bers,  bookshelf  reading,  and  list  of  mem¬ 
bers  of  MAES. 

NORTH  CAROLINA 

The  North  Carolina  Department 
Of  Educational  Secretaries 

The  theme  for  the  year,  “Advancing 
Our  Standards,”  will  be  used  at  the 
1961  Annual  Convention  to  be  held 
April  13-15,  1961,  at  Hotel  Barrington, 
Charlotte,  North  Carolina. 

VIRGINIA 

Virginia  Association 
Of  Educational  Secretaries 

Dr.  James  W.  Tyler,  President-elect  of 
the  Virginia  Education  Association  spoke 
at  the  annual  luncheon  meeting  of  the 
VAES.  His  interest  in  the  forward  move¬ 
ment  of  the  secretaries’  section  added 
enthusiasm  to  the  1960  meeting.  Another 
evidence  of  interest  in  professional 
growth  was  the  stimulating  report  from 
five  secretaries  who  represented  their 
organization  at  the  NAES  Convention 
and  Institute  at  Durham,  New  Hamp¬ 
shire  in  July:  Thelma  Lyons,  Lillian  Ell¬ 
iott,  Blanche  Goodwin,  Beulah  Tucker 
Jones,  and  Olive  Ritchie  who  received 
college  credit  toward  the  Professional 
Standards  Program  of  the  NAES. 
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At  the  business  meeting,  officers  elect¬ 
ed  were:  President:  Mrs.  Martha  Law¬ 
rence,  Martinsville.  President-elect:  Mrs. 
Kathryn  Hutcherson,  Gretna.  Recording 
Secretary:  Mrs.  Yhome  Montanes,  Roa¬ 
noke.  Corresponding  Secretary:  Mrs. 
Olive  Ritchie,  Richmond.  Treasurer,  Mrs. 
FJsie  Wray,  Richmond.  The  retiring 
president,  Muriel  Hicks,  was  given  a 
jewel  case  in  appreciation  of  two  years 
of  successful  leadership. 

District  “E”  Association 
Of  Educational  Secretaries 

This  group  was  organized  on  a  district 
level  of  seven  neighboring  counties  in 
October  1960  with  an  enthusiastic  small 
group  with  high  ideals  for  the  future 
years.  At  the  State  Association  of  Edu¬ 
cational  Secretaries  of  Virginia,  Mrs. 
Muriel  Hicks  was  the  keynote  speaker 
along  with  the  State  and  National  mem¬ 
bership  chairman  for  the  National  Asso¬ 
ciation  of  Educational  Secretaries.  Much 
support  from  the  superintendents  and 
principals  of  these  counties  was  given 
in  organizing. 

Roanoke  City  Association 
Of  Educational  Secretaries 

“Some  Attributes  of  Secretarial  Pro¬ 
ficiency”  was  the  second  Workshop  key¬ 
note  speech  by  Mr.  Arthur  L.  Walker, 
Supervisor  of  Business  Education,  State 
Department  of  Education,  Richmond, 
given  before  the  fifty  members  attend¬ 
ing.  after  which  Dr.  E.  W.  Rushton,  Sup¬ 
erintendent  of  Roanoke  City  Public 
Schools,  spoke  on  “For  Whom  Am  I 
Working?” 

Warren  County  Association 
Of  Educational  Secretaries 

The  Warren  County  Association  of 
Educational  Secretaries  of  Front  Royal, 
Virginia,  is  newly  organized — small  in 
number  with  great  prospects.  Officers 
were  elected  and  constitution  and  by¬ 
laws  were  adopted.  President  Ann  Dow¬ 
ell,  Secretary-Treasurer:  Lera  G.  Burke. 


WASHINGTON,  D.  C. 

The  Association  of  Educational  Secre¬ 
taries  of  Washington,  D.  C.  held  their 


meeting  on  September  29,  1960.  Newoffi. 
cers  for  the  year  1960-61  were  installed 
by  past  president,  Viola  E.  Craig. 

The  association  is  off  to  a  good  star 
with  enthusiasm  and  a  platform  full 
of  inspiration  and  challenge  with  the 
theme: 

“Intelligent  Action  Demands  Active 
Participation  For  1960-61” 

★  For  a  professional  growth  program 

if  For  developing  and  building  good¬ 
will 

★  For  enrichment 

★  For  in-service  educational  materia's 

★  For  cultural  inspiration 
if  For  relaxation  and  fun 

★  For  togetherness  in  achievement  of 
policies,  legislation,  public  relaticns. 
ethics,  and  superb  job  performance 

★  For  inclusiveness  in  the  total  pro¬ 
gram  of  education  pertinent  to 
pupils,  parents,  administrators,  and 
ourselves. 

Projects  for  the  year  include:  A  work¬ 
shop  or  institute  during  the  spring;  sale 
of  products  for  the  Christmas  season: 
publication  of  newsletter  “Keeping  in 
Touch”,  Scholarship  Fund  in  memory  of 
Mrs.  Burnes  J.  Jones,  who  served  as 
president  of  the  association  for  ten  years, 
Handbook  on  the  history  of  the  asso¬ 
ciation. 
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NORTHWEST  REGION 


Montana  Washington 

Oregon  Wyoming 


Mjgniira  Staff  Mambar:  MRS.  WINNIE  BOUNCER,  lana  County  School  District  No.  S2, 
4640  Bargar  Avanua,  Eugana,  Oragon 


OREGON 

Regional  Meeting  at  Prineville 

Hunting  season  will  never  be  the 
same!  The  day  it  opened  in  Oregon 
(October  1)  was  also  the  day  of  the 
first  regional  meeting  of  the  school  year. 
OAES  had  thoughtfully  scheduled  this 
meeting  in  Prineville — the  heart  of 
Eastern  Oregon — the  gateway  to  hunt¬ 
ing  for  all  the  “back-to-nature-boys” 
of  this  wild  western  state.  Picture  if 
you  can,  carloads  of  dressed-to-the-teeth 
secretaries  driving  over  the  night  be¬ 
fore,  because  of  the  vast  distances,  and 
mixed  in  with  these,  many,  many  more 
carloads  of  western-garbed  he-men. 
with  their  trailers  loaded  with  sleeping 
bags,  camping  equipment,  and  dressed 
in  parkas,  fur-lined;  while  the  secre¬ 
taries  were  lightly  clad  and  snug  in 
their  heatered  cars!  Some  of  them,  hav¬ 
ing  no  reservations,  began  to  worry 
about  the  advisability  of  the  trek,  only 
to  find  at  the  end  of  the  journey  that 
none  of  the  hunters  planned  to  stay  in¬ 
doors,  that  night,  at  least,  and  there  was 
cabin-space  aplenty! 

The  Prineville  meeting  with  over  50 
in  attendance  was  a  rousing  success. 
Ffty  persons,  who  braved  the  traffic  and 
the  distance,  made  many  new  friends 
and  new  members  joined.  Prineville  also 
expressed  an  interest  in  beginning  an 
association  locally. 

Bethel  School  Region 

October  29  found  over  100  secretaries 
convened  in  the  Bethel  School  District. 
This  meeting  was  probably  the  fullest 
as  to  program  ever  given.  An  English 
brush-up  course  was  given  in  the  morn¬ 
ing  by  one  of  the  Bethel  high  school 
teachers.  The  lunch,  which  was  Indian 
Curried  Chicken,  was  served  by  Bethel 


District  Cooks.  The  recipe  (dittoed)  was 
distributed  by  the  Cafeteria  Supervisor, 
who  also  explained  how  the  dishes 
should  be  prepared  and  served.  During 
the  luncheon  a  panel  of  principals  gave 
hints  to  those  present  on  how  to  make  a 
good  secretary  better.  The  afternoon  saw 
the  secretaries  hard  at  work  taking  an 
intensive  art  course  from  the  Art  Con¬ 
sultant  from  the  Eugene  Schools. 

Astoria  Region 

The  sun  shone  brightly  the  morning 
of  November  19  as  another  new  region 
experienced  its  first  statewide  regional 
meeting.  Astoria,  the  land  of  John  Jacob 
Astor,  as  far  west  as  you  can  go,  was 
host  to  the  group  of  over  50  girls  wish¬ 
ing  to  learn  more  about  the  Association. 
This  was  an  informational  meeting  in 
which  OAES  and  NAES  were  introduced 
to  many  new  faces.  Those  from  Astoria 
and  nearby  expressed  much  interest;  a 
few  joined;  and  there  was  talk  of  a  local 
group  starting  an  association.  Mr.  Doug¬ 
las  Olds,  Superintendent  of  Astoria 
Schools,  gave  the  luncheon  talk.  FILE 
IT  RIGHT  AND  FIND  IT  was  explained 
by  Charlotte  Parr  at  an  afternoon  work¬ 
shop  while  PLAN  YOUR  WORK  AND 
DO  IT  was  discussed  by  Winnie  Bolinger 
at  a  second  workshop. 

As  the  afternoon  program  ended,  the 
girls  were  greeted  with  some  wild  ocean 
weather  with  slight  tidal  waves,  wind, 
rain,  and  about  all  the  elements  could 
think  of  to  unleash.  Martha  Luck  had 
arrived  by  Jet  for  this  meeting  and 
stayed  several  days  at  the  coast  with 
Charlotte.  During  their  stay,  the  win¬ 
dow  of  their  Motel  Restaurant  was 
blown  in  from  the  force  of  the  wind. 
Hot  wires  were  down;  trees  were  blown 
up  by  the  roots;  one  trailer  house  was 
blown  off  a  bridge.  Now,  honestly,  girls, 
this  is  unusual! 
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Representative  Council 

The  President  of  the  Oregon  Associa¬ 
tion  of  Educational  Secretaries,  Winnie 
Bolinger,  attended  the  OEA  Representa¬ 
tive  Council  as  a  delegate  December  1 
and  2.  Attending  as  alternate  was  Fran¬ 
ces  Bogart,  OAES  Treasurer.  As  a  De¬ 
partment  of  the  OEA,  OAES  gets  one 
vote  at  this  policy-making  body. 

OAES  played  a  major  part  in  this 
particular  meeting  as  Tom  Powers  was 
running  for  nominee  to  the  position  of 
NEA  Director.  OAES,  by  unanimous  vote 
of  the  Executive  Board,  sponsored  him 
as  a  candidate  and  sent  out  literature 
on  his  behalf  before  the  Council  met. 
Flyers  were  distributed  the  morning  of 
the  voting,  also,  in  his  behalf. 

Mr.  Powers  had  been  nominated  by 
Lane  County  OEA  Association  and  was 
sponsored  by  Lane  County  OEA  and 
Bethel  Education  Association  as  well  as 
the  OAES.  Mr.  Powers,  Superintendent 
of  the  Bethel  District,  Past  President  of 
OEA,  and  Winnie’s  BOSS,  won  and  is 
now  Oregon’s  nominee  for  NEA  Director 
from  Oregon. 

WASHINGTON 
State  Meeting 

“ROCKET  TO  THE  TOP’’  was  the 
theme  of  the  fall  conference  of  the 
Washington  Association  of  Educational 
Secretaries  held  in  Seattle  on  October 
21  and  22.  Acting  as  hostesses  were  the 
Eastside  Association  at  the  Opep  House 
and  the  Seattle  Association  for  the  gen¬ 
eral  sessions  and  the  banquet.  Eighteen 
of  the  local  associations  throughout  the 
state  were  represented.  Special  recogni¬ 
tion  was  given  to  the  secretaries  who 
have  received  Professional  Standards 
Program  certificates. 

Several  of  the  Seattle  School  District 
Administrative  Personnel  participated 
in  the  program.  The  keynote  address  of 
the  day  was  given  by  Mr.  Robert  Leo¬ 
nard,  Past-President  of  the  Washington 
School  Directors’  Association.  Guest 
speaker  at  the  banquet,  Mrs.  Forest  S. 
Smith,  President,  District  No.  9,  Wash¬ 
ington  Congress  of  Parent  Teachers 
Associations,  sent  those  present  into 
ORBIT  with  an  unforgettable  talk 
on  responsibilities  and  potentialities  of 
educational  secretaries. 


WAES  President  Elberta  Macgregor 
and  her  committees  convinced  all  thai 
reservations  must  be  made  NOW  for 
that  rocket  trip  to  the  top.  All  were 
urged  to  attend  the  spring  conference 
in  Yakima,  May  6  and  7. 

Apple  Valley  Educational  Secretarki 

The  Apple  Valley  Secretaries  have 
been  a  busy  group  this  fall.  A  Septem¬ 
ber  highlight  was  the  Secretary-Boss 
Dinner  held  at  one  of  the  Wenatchee 
Hotels.  This  dinner  was  to  let  the  ad¬ 
ministrators  know  why  the  association 
was  formed  and  accomplishments  hoped 
for. 

On  October  7  was  the  first  local  work¬ 
shop  which  was  called  A  DATE  WITH 
AVES.  Mrs.  Washington  (Mrs.  Ken 
Shamberger),  a  local  teacher,  gave  an 
enlightening  talk  on  style  trends  and 
the  importance  of  good  grooming.  Keith 
Sexson,  Wenatchee  Valley  College  in¬ 
structor,  gave  hints  on  preparing  and 
delivering  a  speech.  Juan  Huseby  of 
Auburn  discussed  the  Professional 
Standards  Program. 

Apple  Valley  is  in  the  preliminarj 
process  of  developing  an  in-service 
training  program  and  hopes  to  present 
the  first  phase  of  such  a  program  by 
January.  This  is  Apple  Valley’s  third 
year  as  an  Association. 

Auburn  Association 
Of  Educational  Secretaries 

Mrs.  Agnes  Brating,  President  of  the 
Auburn  Association  of  Educational  Sec¬ 
retaries,  was  mistress  of  ceremonies  at 
an  area  workshop  held  in  Auburn  on 
September  24  which  was  very  well  at¬ 
tended  by  secretaries  throughout  the 
state.  Theme  of  the  workshop  was  ITS 
MAGIC  with  keynote  speaker  Joseph 
M.  Tewinkel,  communications  Consult¬ 
ant  from  Spokane.  His  talk  was  entitled 
MAGIC  OF  PROGRESS.  James  Shaug- 
hnessy.  Mayor  of  Auburn,  entertained  at 
luncheon  with  several  hilarious  stories. 

Another  attraction  of  the  day  was  a 
demonstration  on  Bulletin  Board  Magic 
presented  by  Darrel  Sharrard,  one  of 
Auburn’s  talented  teachers.  The  results 
of  this  particular  demonstration  have 
been  making  themselves  seen  on  various 
bulletin  boards  in  the  schools  of  the 
district. 
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Auburn  secretaries  were  honored  at 
the  fall  meeting  of  the  WAES  when  it 
was  announced  that  Professional  Stand¬ 
ards  Certificates  were  held  by  nine  of 
the  nineteen  Auburn  members — a  good 
47  plus  percent.  Seven  of  these  certifi¬ 
cates  were  earned  in  1960. 

Moses  Lake  Association 
Of  Educational  Secretaries 

The  MLAES  had  its  second  dinner 
meeting  of  the  year  November  9  at  Del’s 
Restaurant.  Holly  Hutsell  is  president. 

Slides  were  sown  by  Burt  Wiig,  high 
school  counselor.  These  were  of  his  trip 
to  Russia  this  past  summer.  Orlena 
Henderson,  S.  E.  Representative,  tr'i'ced 
about  the  association’s  activities  and 
purposes.  The  salary  and  welfare  com¬ 
mittee  is  planning  to  work  for  consider¬ 
ation  in  the  salary  schedule  for  those 
holding  Professional  Standard  Certifi¬ 
cates. 

Secretaries  from  a  radius  of  45  miles 
around  Moses  Lake  were  invited  to  affil¬ 
iate  and  four  from  Quincy  attended. 

Bosses  will  be  invited  to  the  December 
14  meeting  and  a  dinner  will  be  given 
for  husbands  sometime  in  February.  The 
last  social  meeting  of  the  year  will  be 
a  card  party. 

Seattle  Association 
Of  School  Secretaries 

Carol  Jaech,  1960  West  Seattle  High 
School  graduate,  was  awarded  a  schol¬ 
arship  of  $150  to  take  a  fifteen-months’ 
secretarial  training  course  at  Edison 
Technical  School.  Hilda  Krahn,  now 
president  of  SASS,  was  chairman  of  the 
Scholarship  Committee  and  had  much 
to  do  with  setting  up  the  rules  and  reg¬ 
ulations.  The  Committee  was  composed 
of  the  president,  past  presidents,  and 
Mr.  Ira  Thoman,  Head  Counselor  of  Edi¬ 
son  Technical  School. 

A  city-wide  candy  sale  is  underway 
to  help  finance  another  scholarship  if 
this  is  approved  by  SASS. 

Excerpts  from  a  letter  from  Hilda 
Krahn,  President,  SASS 

“I  attended  the  National  Convention 
last  summer  with  my  family  and  the 
publication  is  so  much  more  meaningful 
to  me  than  ever  before.  My  daughter, 
Charlotte,  corresponds  with  two  girls 
she  met  back  in  New  Hampshire.  (Betty 


Coate  from  Wichita,  Kansas,  and  Ruth 
Ditmore  from  Clearwater,  Florida)  .  .  . 
It  was  truly  a  delightful,  inspiring,  and 
worthwhile  experience  for  all  of  us. 

“In  November  we  are  planing  a  tour 
of  the  new  library  recently  completed 
in  Seattle  and  then  we  will  conclude 
with  dinner  and  a  short  business  meet¬ 
ing. 

“In  December  we  are  meeting  in  one 
of  the  new  schools  and  included  on  the 
program  will  be  a  guest  from  the  City 
Light.  She  will  talk  on  Holiday  Goodies. 

“We  have  at  least  three  secretaries 
who  are  completing  their  university  re¬ 
quirements  and  who  will  eventually  be¬ 
come  teachers.  One  secretary  has  already 
deserted  the  ranks  and  become  a  teacher. 
She  is  Bonnie  Jepson,  formerly  of  the 
Administrative  and  Service  Center _ ’’ 

Spokane  Association 
Of  Educational  Secretaries 

A  study,  at  the  request  of  the  Princi¬ 
pals’  Association,  is  being  done  by  the 
Spokane  Association  of  Educational  Sec¬ 
retaries.  This  study  is  of  the  lunchroom 
program  as  it  relates  to  clerical  person¬ 
nel.  A  survey  is  being  made  of  the  pro¬ 
gram  as  conducted  in  cities  of  similar 
size  to  see  if  there  are  better  procedures 
which  can  be  incorporated  into  the  pro¬ 
gram. 

Several  of  the  secretaries  are  working 
towards  certification  and  with  this  in 
mind  they  have  just  concluded  an  Eng¬ 
lish  workshop  and  will  begin  another 
on  psychology  soon  after  the  holidays. 
These  workshops  are  being  taught  by 
teachers  from  the  Spokane  Schools. 

A  testing  center  has  been  set  up  at 
Whitworth  College  for  the  convenience 
of  Eastern  Washington  certification  can¬ 
didates. 


NORTHEAST  REGION 


Connecticutt 

Delaware 

Maine 


Maryland 
Massachusetts 
New  Hampshire 


New  Jersey 
New  York 
Pennsylvania 


Rhode  Island 
Vermont 


Magaiin*  Staff  Mambar:  MRS.  DOROTHY  CALL,  505  Locust  Avanua,  Torrasdala  Manor, 
Philadalphia  14,  Panniylvania 


CONNECTICUT 

Having  launched  a  very  successful 
convention  in  the  latter  part  of  October, 
1960,  the  CAES  is  now  concentrating  on 
an  all  out  drive  to  increase  member¬ 
ships.  State  Director,  Jean  Molgard,  re¬ 
ports — with  pride —  the  large  increase 
in  National  memberships. 

MARYLAND 

Baltimore  County  Association 
Of  Educational  Secretaries 

Each  meeting  held  by  this  active  group 
is  planned  and  arranged  to  be  held  in 
a  different  school  and  proceeding  the 
meeting  a  tour  of  the  building  is  held. 
They  explore  everything  from  the  office 
suites  to  the  powder  rooms. 

The  current  project  for  this  associa¬ 
tion  is  one  concerning  Policy  Related  to 
all  Clerical  Personnel.  Each  secretary 
has  been  requested  to  forward  questions 
to  their  president  and  she  in  turn  will 
review  them  with  her  committee.  Dr. 
Joshua  Wheeler,  Assistant  Superintend¬ 
ent  in  Instruction,  will  review  the  com¬ 
mittee’s  findings  at  their  next  regularly 
scheduled  meeting. 

Washington  County  Association 
Of  Educational  Secretaries 

Marion  Wood,  I.B.M.  Educational  Con¬ 
sultant,  thoroughly  inspired  all  mem¬ 
bers  who  attended  the  “All  Clerical 
Workshop  Day’’  recently  held. 

May  10,  1961  will  mark  the  “Bosses 
Night  Dinner’’  and  Edith  Hammond, 
will  be  the  guest  of  honor. 

Having  successfully  completed  a  Sec¬ 
retaries  Handbook  a  new  project  called 
“Job  Classification  and  Salary  Sched¬ 
ule’’  is  now  being  studied  by  a  commit¬ 
tee  of  eight  secretaries  and  the  Admin¬ 
istrative  Assistant  of  Washington  County 


Schools.  When  this  project  is  completed 
the  results  will  be  made  available. 

MASSACHUSETTS 

The  Massachusetts  Department  of  Ed¬ 
ucation  and  the  Massachusetts  Associa¬ 
tion  of  School  Secretaries  co-sponsored 
the  Second  Annual  Workshop  for  Educa¬ 
tional  Secretaries  held  at  the  University 
of  Massachusetts  in  Amherst  recently 

Mr.  Peter  P.  McGraw,  of  the  U.  S 
Office  of  Education,  spoke  on  the  topic 
of,  ’’Title  X  of  the  National  Defense  Edu¬ 
cation  Act  and  its  Significance  to  the 
Local  School  Secretary.” 

A  thumbnail  sketch  of  machine  data 
processing  theory  was  presented  by  Al¬ 
bert  E.  Clary,  Data  Processing  Techni¬ 
cian  of  the  Mass.  Dept,  of  Elducation  and 
Robert  Cronin,  I.  B.  M.  Corporation. 

“What’s  new  in  State  Reports”  was 
reviewed  in  group  conferences  by  State 
Officials  and  found  to  be  very  beneficial 
to  all. 

Newton  Association 
Of  Educational  Secretaries 

The  Newton  Elducational  Secretaries 
Association  has  completed  a  handbook 
of  duties  of  the  educational  secretaries 
in  the  public  school  system.  It  contains 
job  descriptions  of  the  elementary,  jun¬ 
ior-high,  senior-high,  and  administrative 
office  secretaries,  and  in  addition  to  job 
descriptions  contains  samples  of  the 
various  forms  used  in  the  system. 

“Fun  Projects”  have  been  suggested 
as  a  means  of  raising  funds  to  defray 
the  cost  of  sending  representatives  to 
the  various  conferences  and  workshops 
Such  “Fun  Projects”  currently  under¬ 
way  are  a  bowling  league,  theater  par¬ 
ties,  and  jewelry  parties  in  hcxnes. 

The  March  meeting  will  feature  a  p^ 
gram  on  “Professional  Standards”  with 
Edith  Hammond  as  the  speaker. 
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NEW  HAMPSHIRE 

"This  Is  Your  Life — Edith  Hammond”! 
.\nd,  was  she  ever  surprised  as  this  was 
the  feature  of  the  Surprise  Program 
recently  held  by  the  New  Hampshire 
.Association  of  Educational  Secretaries. 
The  script  was  cleverly  prepared;  and 
friends,  recordings,  mail,  telegrams, 
«re  brought  together  to  mark  this  oc¬ 
casion.  Paul  Fillion,  Chief  of  Division 
of  Administration,  State  Department  of 
Education,  served  as  the  “Ralph  Ed¬ 
wards"  of  T.V.  fame,  and  he  presented 
Edith  with  a  “This  is  Your  Life  Book, 
a  charm  bracelet,  and  a  Silver  Paul 
Revere  Bowl  inscribed  for  the  occasion. 
This  was  New  Hampshire’s  way  of  ex¬ 
pressing  congratulations  to  the  National 
President  of  the  N.A.E.S. 

The  Ninth  Annual  Workshop  is 
planned  for  the  spring  and  the  Hanover 
Secretaries  will  serve  as  the  hostesses. 


NEW  YORK 
State  Association 

The  New  York  State  Association  of 
Educational  Secretaries  recently  held 
their  annual  convention  with  over  100 
secretaries  in  attendance. 

The  surprise  guest  of  honor  was  Gov¬ 
ernor  Nelson  Rockefeller  who  chatted 
informally  with  the  members  and  their 
friends. 

Dr.  Yu  Kuang-Chu,  Professor  of  Ori¬ 
ental  Culture  and  Education  at  Skid¬ 
more  College  spoke  at  the  banquet  and 
compared  viewpoints  of  the  East  and 
West  in  his  talk  entitled:  “Reflections 
on  My  Experience  in  Growing  up  in  One 
Culture  and  Living  in  Another.” 


Niskayuna  Association 
Of  Educational  Secretaries 

March  20,  1961  is  the  date  of  the 
NESA  Workshop,  which  will  be  a  con¬ 
tinuation  of  the  program  of  past  years. 
Officials  from  the  New  York  State  Edu¬ 
cation  Department  have  been  invited  to 
speak  and  answer  questions  regarding 
attendance  registers  and  state  retire¬ 
ment  system. 

Roslyn  Association 
Of  Educational  Secretaries 


Growing  by  such  leaps  and  bounas 
and  finding  it  increasingly  difficult  to 
keep  everyone  informed  of  all  activi¬ 
ties,  the  current  officers  have  launched 
The  Bulletin  as  their  new  newsletter. 

Two  vocational  education  and  exten¬ 
sion  board  courses  are  being  offered  to 
all  secretaries.  “General  Office  Course” 
is  designed  to  meet  the  needs  of  the 
elementary,  junior  high,  senior  high 
and/or  departmental  school  secretaries. 
The  ten  sessions  will  be  conducted  by 
member  Dorothy  Izzo..  “Administrative 
Course”  is  designed  for  both  secretaries 
in  the  superintendent’s  office  and  clerks 
in  the  business  offices.  The  purpose  of 
this  course  is  better  to  equip  its  students 
to  understand  and  handle  their  current 
responsibilities,  and  through  knowledge 
of  the  over-all  office  operation,  afford 
opportunities  for  advancement. 

PENNSYLVANIA 

Delaware  County  Association 
Of  Educational  Secretaries 

A  decoration  demonstration  on  fab¬ 
rics,  paper,  wood,  metal,  and  glass  was 
the  highlight  of  the  first  annual  meet¬ 
ing  of  this  association. 

In-Service  Training  Programs  are 
still  held  and  the  current  programs  in¬ 
clude,  Visual  Aids,  Public  Speaking, 
World  Affairs,  Speed  Reading  and  Im¬ 
provement  of  Comprehension.  Certifi¬ 
cates  of  attainment  were  presented  to 
thirty-nine  members  at  their  recently 
held  Bosses  Night. 

The  next  regular  meeting  will  feature 
the  subject,  “Let’s  Think  About  Pro¬ 
fessional  Standards.” 

Philadelphia  Association 
Of  Educational  Secretaries 

Plans  are  underway  for  the  Annual 
General  Membership  meeting  to  be  held 
at  Gimbel’s  Clubwomen  Center,  on 
Wednesday  evening,  April  12,  1961,  and 
the  Annual  Luncheon  to  be  held  at  Mc- 
Callister’s  on  May  6,  1961. 

A  current  ways  and  means  project  is 
a  “Theatre  Party”  and  it  is  hoped  this 
will  become  an  annual  feature. 

During  the  Schoolmen’s  Week  Meet¬ 
ings  at  the  University  of  Pennsylvania, 
the  Philadelphia  group  heard  Ruth  Ar¬ 
thur,  of  the  Pedagogical  Library  speak 


43 


on  “Europe  in  Historical  Perspective.’’ 
Slides  were  also  shown  to  the  enjoy¬ 
ment  of  all  in  attendance. 

Lower  Bucks  County  Association 
Of  Educational  Secretaries 

The  recent  eighteen  inches  of  snow 
cancelled  out  the  Annual  Bosses’  Night 
Program  as  scheduled,  but  already 
plans  are  underway  to  revamp  this  pro¬ 
gram  for  the  early  spring.  At  this  time 
it  is  hoped  to  award  Certificates  of  At¬ 
tainment  to  seventeen  secretaries  who 
have  completed  the  In-Service  Pro¬ 
grams  conducted  by  the  State  Depart¬ 
ment  of  Education  and  also  to  officially 
welcome  the  new  County  Superintend¬ 
ent  Dr.  George  E.  Raab. 

The  Scholarship  Fund  has  seen  a  size¬ 
able  increase  due  to  the  combined  efforts 
of  all  members  during  the  recent  Sales 
Campaigns  to  sell  candy  during  the  holi¬ 
day  season. 

Plans  are  also  underway  to  have 
representatives  attend  the  Annual  Con¬ 
ference  to  be  held  at  Penn  State  Uni¬ 
versity  in  April. 

Clarion  County  Association 
Of  Educational  Secretaries 

This  is  the  newest  organization  in  the 


Pennsylvania  family  of  secretarial  asso¬ 
ciations.  Seven  joint  school  districts  have 
bound  themselves  together  and  are  now 
known  as  the  Clarion  County  Educa¬ 
tional  Secretary’s  Association.  Congrat¬ 
ulations! 

Following  in  the  same  foot-steps  as 
other  Pennsylvania  associations,  this 
group  has  taken  advantage  of  the  In- 
Service  Programs  offered,  free  of  charge 
by  the  Department  of  Public  Instruction, 
and  have  completed  their  first  three  ses¬ 
sions  and  have  already  planned  addi¬ 
tional  sessions  to  be  held  in  the  spring 
of  1961. 

Welcome,  Clarion  County,  from  aU 
Pennsylvania  Secretaries! 

The  “Holiday  Spirit’’  and  the  recent 
snows  in  the  Northeast  Region  have  un¬ 
doubtedly  held  up  news  and  items  for 
the  current  issue,  but  we  sincerely  hope 
that  the  lack  of  news  from:  — 

New  Jersey 
Maine 

Rhode  Island 

Vermont 

Delaware 

will  only  be  temporary.  Do  let  us  hear 
from  you. 


A  Happy  and  Successful  1961 

...  is  the  Ginn  and  Company  wish  to  all  School 
Secretaries  throughout  the  country. 

We  are  grateful  for  your  many  courtesies 
to  our  sales  representatives  who  will  look 
forward,  as  always,  to  meeting  you  in  this 
New  Year. 

Ginn  and  Company 

HOME  OFFICE:  Boston  SALES  OFFICES:  New  York  11 
Chicago  6  Atlanta  3  Dallas  1  Palo  Alto  Toronto  16 
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Arizona 

California 


Colorado 
Hawaii 
New  Mexico 


MtiaiiM  SlafF  M«mb«r;  MRS.  MARGARET  SAVAGE, 
CALIFORNIA 

California  Association  of 
Educational  Office  Employees 

The  theme  of  their  annual  February 
conference  is  “Thru  the  Looking  Glass.” 
Many  workshop  classes  have  been  sched¬ 
uled  including  “Phone-y  Facts,”  on  tech¬ 
niques  for  voicing  your  personality  and 
representing  your  boss  on  the  telephone; 

Laws  for  Youth,”  “Measurements  and 
Temperaments,”  a  workshop  on  physical 
fitness,  and  “Callie’s  Chaos,”  a  presenta¬ 
tion  of  a  typical  day  in  the  life  of  a 
school  secretary. 

An  innovation  this  year  is  the  Men’s 
Auxiliary,  the  co-chairman  of  the  com¬ 
mittee  being  the  husbands  of  two  of  the 
local  members,  and  designed  to  provide 
activities  for  the  husbands  accompany¬ 
ing  their  wives  to  convention. 


Nevada 

Utah 


562  Browning  Avonuo,  Salt  Laka  City,  Utah 

South  Bay  Educational 
Office  Employees 

Besides  all  the  other  things  being 
done  by  this  active  association,  they  will 
introduce  a  bill  in  the  legislature  with 
regard  to  ‘employment  after  retirement.’ 
Last  June  when  one  of  the  Inglewood 
school  secretaries  retired,  she  was  sur¬ 
prised  and  disappointed  to  learn  that 
under  present  California  law  classified 
school  employees  are  not  eligible  for 
part-time  employment  by  any  school 
system  after  they  accept  retirement 
under  the  California  State  Employees’ 
Retiremetn  System.  This  change  of  code 
will  benefit  many  of  their  members  at 
the  time  of  their  retirement. 

At  the  first  meeting  of  this  association 
in  October,  using  the  theme  “Getting  to 
Know  You,”  Dorothy  Kimport  designed 
this  bulletin  board.  She  says,  “Might 
encourage  other  groups  to  publicize 
NAES.” 


Alhambra  Association 
Of  Educational  Secretaries 

Twenty  percent  of  this  association 
have  their  NAFS  Professional  Stand¬ 
ards  Certificates. 

Ruth  Philippi  contributes  this  “gem” 
on  Membership: 

“Membership  in  your  Local,  County, 
State,  and  National  Associations  is  a 
precious  jewel.  Just  what  does  this 
jewel  of  Membership  mean? 

Membership  is  responsibility. 

Membership  is  development. 

Membership  is  fellowship. 

Membership  is  prestige. 

Membership  is  improvement. 

Membership  is  creativeness. 

“Membership  in  all  of  the  Associa¬ 
tions  makes  us  feel  that  we  are  a  V.I.P. 
(Very  Important  Person),  for  one  then 
becomes  a  member  who  helps  build  the 
foundation  upon  which  success  and  se¬ 
curity  are  built  and  because  of  this  you, 
also,  have  the  satisfaction  of  carrying 
your  share  of  the  load. 

“Continuity  of  membership  is  import¬ 
ant,  as  is  membership  in  all  of  the  Asso¬ 
ciations.  It  should  be  the  responsibility 
of  each  one  to  renew  her  membership 
when  due.” 

In  the  brochure  of  the  Alhambra,  Cal¬ 
ifornia,  “Forums  and  Lectures  1960-61” 
(Part  of  the  Adult  Education  Program 
of  the  Alhambra  City  High  School  Dis¬ 
trict)  under  the  section  on  “Fall  Lect¬ 
ures”  is  a  series  of  lectures  on  “Human 
Relations — Grown  Up.”  These  lectures 
started  on  September  26  and  were  week¬ 
ly  occurrences,  until  November  14,  a  set 
of  8  lectures  in  all.  This  statement  ap¬ 
peared  under  the  titles  of  the  lectures: 
“Approved  for  In-Service  Training 
Credit,  Professional  Standards  Program, 
National  Association  of  Educational  Sec¬ 
retaries.” 

Some  terrific  ideas  come  from  this 
association — they  are  helping  others 
while  they  are  helping  themselves.  They 
boosted  their  treasury  $79,  by  selling 
“used  jewelry.”  First  they  collected  all 
jewelry  from  the  members  which  they 
were  not  wearing  anymore.  Then  they 
cleaned,  polished  and  attractively  boxed 
these  treasures  for  the  sale.  For  more 
money,  the  Committee  also  sold  boxed 
candy  and  peanuts  for  the  Holidays. 


Their  Christmas  project  for  a  $100  con¬ 
tribution  to  the  therapeutic  swimmiu; 
pool  being  built  at  the  Pacific  State  Hos- 
pital,  plus  gifts  and  all  jewelry  left  over 
from  the  sale.  They  also  joined  the 
Pasadena  Group  in  the  purchase  of  i 
set  of  encyclopedias  for  a  school  in  the 
Philippines,  where  there  is  a  tremendoii; 
book  shortage.  They  are  also  microfilir.. 
ing  records,  and  have  a  committee  work¬ 
ing  on  a  record-retention  handbook 
which,  when  completed,  will  be  a  tre¬ 
mendous  help  to  the  office.  (Your  r^ 
porter  hopes  that  these  ideas  will  help 
some  other  associations.) 

Hayward  Elementary 
Secretaries’  Association 

A  worthwhile  activity  every  month  is 
how  this  group  stays  together.  Thei: 
next  big  project  is  raising  money  for 
their  scholarship  fund  to  give  a  scholar¬ 
ship  to  a  worthy  high  school  graduate 
who  is  planning  to  go  into  the  business 
field. 

Kern  Association  of 
School  Secretaries 

Workshops  ranging  from  "Telephone 
Techniques”  to  “The  Art  of  Listening” 
have  created  much  interest  and  in¬ 
creased  their  membership.  They  honored 
their  bosses  at  an  annual  “Boss  Is  King" 
breakfast  while.  Dr.  Hilda  Taba,  San 
Francisco  State  Professor,  summarized 
the  generally  unknown  qualities  of  an 
efficient  secretary. 

Association  of  Educational  Offic: 
Employees  of  Los  Angeles 
City  School  Districts 

They’re  soooo  big!  Yes,  the  Los  An¬ 
geles  City  System  comprises  easily  800 
square  miles,  and  includes  415  element¬ 
ary  and  114  secondary  schools  besides 
adult  schools,  colleges,  administrative 
offices,  and  all  the  others.  Getting  these 
girls  to  one  central  meeting  takes  a  bi: 
of  doing  so  they  have  five  membership 
teas  and  all  their  other  meetings  are 
divided  into  groups  of  members. 

One  of  the  things  they  are  particularly 
proud  of  this  year  is  that  they  have 
made  progress  in  their  efforts  toward 
an  in-service  training  program  for  clw- 
cal  personnel.  An  initial  orientatkMi 
meeting  for  new  clerical  people  was 
held  and  the  Personnel  Division  is  pres- 
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ently  conducting  an  examination  for  a 
new  position  of  “Training  Assistant” 
who  will  coordinate  such  meetings  in 
the  future,  as  well  as  planning  an  ex¬ 
tensive  training  program,  including 
workshops  for  both  new  and  already 
on-the-job  personnel. 


Los  Angeles  County  Association 
of  Educational  Office  Employees 

‘Professional  Advancement  through 
Personal  Growth’  is  the  theme  for  their 
year.  360  clerical  people  attended  the 
.\nnual  Workshop  where  they  heard  a 
very  inspiring  talk  entitled  “It’s  Up  To 
You.”  Their  workshop  sessions  were 
as  follows: 

A  Fact — Automation  Is  Here  To  Stay 

A  Hope — Next  Week  We’ve  Got  To 
Get  Organized 

A  Truth — You  Can  Be  Creative 

A  Goal — Strive  For  Professional 
Standards 

A  Challenge — Improve  Your  Rela¬ 
tionships  With  People 
The  leaders  of  each  session  were  out¬ 
standing  professional  people  in  the  field 
of  education,  industry  and  business. 

Paromount  Clerical  and  Secretarial 
Employees  of  Schools 

This  very  active  group  has  a  project 
to  sell  candy  to  send  representatives  to 
the  State  Convention. 

Riverside  County  Association  of 
Educational  Office  Employees 

These  gals  want  you  to  read  a  little 
blurb  about  an  extra  gathering  they 
staged.  They  decided  that  it  would  be 
nice  to  serve  a  brunch  on  a  Saturday 
where  the  gals  could  visit  with  each 
other  and  not  have  the  pressure  of  a 
business  meeting  or  workshop  curtail¬ 
ing  their  social  chit-chat.  They  thought 
it  might  make  for  better  personal  re¬ 
lations  all  around.  They  set  the  date 
alwut  a  week  after  payday  so  that  the 
girls  could  come  to  eat  and  visit  and 
then  drift  off  to  their  shopping  or  what¬ 
ever  else  they  had  in  mind.  The  brunch 
was  served  between  the  hours  of  9:30 
and  12:30  and  they  arrived  and  left  at 
will.  (Another  good  idea  for  interest.) 


ARIZONA 

Arizona  Educational  Secretaries 
Association 

Arizona  State  University  in  Tempe 
was  the  meeting  place  for  the  Fall  Con¬ 
ference  and  Workshop.  Dr.  Mildred 
Wood  gave  an  informative  talk  on  “Man¬ 
agement  for  the  Woman  with  a  Dual 
Role.” 

The  Workshop  was  divided  into  three 
groups:  Junior  and  Senior  High  Schools; 
Business  Office  Personnel;  and  Elemen¬ 
tary  Offices.  A  leader  in  each  group 
talked  on  human  relations  in  their 
offices.  This  statement  was  given  to  them 
by  one  of  the  leaders,  “The  sole  purpose 
of  every  person  connected  with  a  school 
system  is  to  contribute  to  a  better  edu¬ 
cation  for  every  individual  student.  If 
you  are  not  doing  this,  you  are  a  misfit.” 

Plans  are  being  made  to  hold  their 
annual  Spring  Meeting  in  Prescott  in 
May. 

Four  very  active  local  associations 
flourish  in  Arizona:  the  Phoenix  Educa¬ 
tional  Secretaries  Association:  the  Pres¬ 
cott  Educational  Secretaries  Association, 
in  Northern  Arizona,  who  will  be  hos¬ 
tesses  at  the  State  Spring  Meeting;  and 
the  Scottsdale  Educational  Office  Per¬ 
sonnel,  who  are  the  newest  association — 
two  years  old  and  100%  membership! 
This  group  can  see  the  humor  in  life 
too.  In  reply  to  a  questionnaire  sent  out 
during  the  immunization  program,  they 
received  the  following  answer:  “I  can’t 
remember  whether  Jane  has  had  her 
shots  so  go  ahead  and  shoot  her  any¬ 
way.”  And  then  there  was  the  little  boy 
who  came  into  the  office  and  asked  the 
secretary  if  she  was  the  one  who  did  the 
commercials  over  the  intercom. 

The  fourth  local  association  is  the 
Tucson  Educational  Office  Personnel,  the 
largest  in  membership  (190  paid  mem¬ 
bers).  Their  budget  allows  them  to  do 
a  great  deal  of  good  to  the  community 
as  well  as  for  themselves:  $100  for  a 
scholarship  to  a  girl  from  one  of  their 
four  high  schools;  a  lending  fund  to  any 
member  wishing  to  take  extra  training; 
a  growing  fund  for  delegates  to  State 
and  National  conventions.  ’They  supplied 
clothing,  blankets,  food,  furniture,  gifts 
for  the  children,  and  one  month’s  rent 
to  a  needy  family  at  Christmas  time. 
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The  Boulder  County 
Educational  Association 

This  group  organized  a  new  chapter 
at  Fort  Morgan  so  that  they  could  bene¬ 
fit  from  and  enjoy  the  associations  of 
educational  secretaries. 

Denver  Association  of 
Educational  Secretaries 

This  group  sponsored  a  workshop 
called  “Secretaries  in  Orbit,”  inviting 
all  girls  from  the  surrounding  area  to 
attend. 

From  “Refuel  Your  Professional 
Rocket  Ship”  came  this  helpful  hint: 
When  a  caller  comes  to  your  office, 
write  down  his  name  and  company  and 
hand  it  to  your  boss  so  that  if,  in  the 
course  of  conversation,  he  should  forget 
the  name  of  the  caller,  the  note  will  be 
there  to  help  him.  Another  hint:  A  good 
worker  is  a  clock  watcher,  for  she 
watches  time,  plans  her  work,  works 
fast  and  effectively,  which  means  fewer 
pressures  and  more  time  left  for  self- 
improvement. 

From  the  class  on  “In  The  Land  of 
Poise”  they  learned  that  “every  woman 
can  be  beautiful,  for  true  beauty  comes 
from  within,  and  our  general  health 
habits — rest,  food,  exercise,  etc. — deter¬ 
mine  our  appearance  to  a  great  extent.” 
One  comforting  thought:  No  woman  can 
truly  achieve  poise  until  she  is  past 
thirty! 


New  Mexico  Association  of 
Educational  Secretaries 

Three  workshops,  in  different  sections 
of  the  State  sometime  in  the  spring  and 
summer,  are  being  planned  by  this  asso¬ 
ciation.  They  have  sent  a  questionnaire 
out  to  all  their  members  asking  them  to 
check  the  activities,  subjects  for  discus¬ 
sion,  and  types  of  programs  they  prefer 

UTAH 

Salt  Lake  City  Educational 
Secretaries  Association 

Because  they  realize  how  important 
it  is  to  know  how  to  handle  an  emer¬ 
gency  when  they  work  with  children, 
they  have  just  finished  a  six-week  Red 
Cross  First  Aid  Course.  Those  who  “en¬ 
dured  to  the  end”  feel  they  learned 
enough  to  help  others  and  they  may 
even  save  their  own  lives. 

They  are  anxious  to  have  representa¬ 
tives  attend  the  National  Convention  so 
they  just  completed  a  very  successful 
money-making  project  by  selling  candy. 
They  cleared  $170.00. 

Weber  County  Educational 
Secretaries  Association 

With  the  addition  of  two  new  schools, 
this  association  has  grown  from  35  mem¬ 
bers  last  year  to  48  members  this  year. 


ACCORDING  TO  OUR  N.A.E.S.  PRESIDENT 

(Continued  from  Page  3) 

cast  from  an  airplane,  circling  high  in  the  sky,  thus  enabling  more  states  to 
view  the  programs  on  their  television  sets? 

There  is  no  "remaining  where  you  are."  You  either  progress  with  the  rest 
of  the  world,  or  you  are  left  behind. 

Our  Association  is  well  aware  of  the  changing  times  and  endeavors  to 
assist  you.  Educational  Secretaries,  to  keep  pace  by  sponsoring  Workshops, 
Regional  Meetings,  Conventions,  and  Institutes  all  di'^ected  toward  your  par¬ 
ticular  needs.  The  forward-looking  educational  secretary  will  take  advantage 
of  these  meetings  and  her  voice  will  be  heard  in  Indianapolis,  Corvallis,  or 
wherever  there  occurs  a  meeting  of  local,  county,  state,  or  national  educational 
secretaries. 

May  I  wish  you  all  a  very  happy  and  prosperous  NEW  YEAR. 
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